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PHA Plan
Agency ldentification

PHA Name: The Housing Authority of the City of Charleston
PHA Number: SC001
PHA Fiscal Year Beginning: (mm/yyyy) 10/2000

Public Accessto Information

Information regarding any activities outlined in this plan can be obtained by contacting:
(select all that apply)

X]  Main administrative office of the PHA

[]  PHA development management offices

[]  PHAlocd offices

Display Locations For PHA Plans and Supporting Documents

The PHA Plans (including attachments) are available for public ingpection a: (select dl that
apply)

Main adminigtrative office of the PHA

PHA development management offices

PHA locd offices

Main adminigraive office of the locd government
Main adminigrative office of the County government
Main adminigrative office of the State government
Public library

PHA website

Other (list below)

N [ A =<

PHA Plan Supporting Documents are available for inspection at: (sdect dl that apply)
X]  Main business office of the PHA

[]  PHA devdopment management offices

[]  Other (list below)

PHA Identification Section, Page 1
HUD 50075
OMB Approval No: 2577-0226
Expires: 03/31/2002



PHA Identification Section, Page 2
HUD 50075
OMB Approval No: 2577-0226
Expires: 03/31/2002



5-YEAR PLAN

PHA FiscaL YEARS 2000 - 2004
[24 CFR Part 903.5]

A. Mission
State the PHA’ s mission for serving the needs of low-income, very low income, and extremely low-income
familiesin the PHA’ s jurisdiction. (select one of the choices below)

[[]  Themission of the PHA isthe same asthat of the Department of Housing and Urban
Development: To promote adequate and affordable housing, economic opportunity and
auitable living environment free from discrimination.

X]  ThePHA’smissonis (state mission here)

To provide decent, affordable, safe and sanitary housing for citizens on low
and moderate incomes.

B. Goals

The goals and objectives listed below are derived from HUD’ s strategic Goal s and Objectives and those
emphasized in recent legislation. PHAs may select any of these goals and objectives as their own, or
identify other goals and/or objectives. Whether selecting the HUD-suggested objectives or their own,
PHASARE STRONGLY ENCOURAGED TO IDENTIFY QUANTIFIABLE MEASURES OF SUCCESSIN
REACHING THEIR OBJECTIVESOVER THE COURSE OF THE 5 YEARS. (Quantifiable measureswould
include targets such as: numbers of families served or PHAS scores achieved.) PHASs should identify these
measures in the spaces to the right of or below the stated objectives.

HUD Strategic Goal: Increasethe availability of decent, safe, and affordable housing.

[] PHA God: Expand the supply of assisted housing
Objectives:

[1  Apply for additiond renta vouchers:
[]  Reduce public housing vacancies
[] Leverage private or other public funds to create additiond housing
opportunities:
[] Acquire or build units or developments
[]  Other (list below)
[[]  PHA God: Improvethe qudity of assisted housing
Objectives:
[]  Improve public housing management: (PHAS score)
[] Improve voucher management: (SEMAP score)

[[]  Increase customer satisfaction:
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| [ | [

Concentrate on efforts to improve specific management functions:
(list; eg., public housing finance; voucher unit ingpections)
Renovate or modernize public housing units:

Demolish or dispose of obsolete public housing:

Provide replacement public housing:

Provide replacement vouchers.

Other: (list below)

PHA God: Increase assisted housing choices
Objectives:

| I

Provide voucher mobility counsding:

Conduct outreach efforts to potentid voucher landlords
Increase voucher payment standards

Implement voucher homeownership program:

Implement public housing or other homeownership programs.
Implement public housing Ste-based waiting ligs

Convert public housing to vouchers:

Other: (list below)

HUD Strategic Goal: Improve community quality of life and economic vitality

]

PHA God: Provide an improved living environment
Objectives:

Implement measures to deconcentrate poverty by bringing higher income public
housing households into lower income developments:

Implement measures to promote income mixing in public housing by assuring
access for lower income families into higher income developments.

Implement public housing security improvements:

Desgnate developments or buildings for particular resdent groups (elderly,
persons with disabilities)

Other: (list below)

HUD Strategic Goal: Promote self-sufficiency and asset development of familiesand

individuals

[] PHA God: Promote sdf-sufficiency and asset development of assisted households
Objectives:

]

Increase the number and percentage of employed persons in asssted families:
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]

Provide or attract supportive services to improve assstance recipients

employability:

[] Provide or attract supportive services to increase independence for the elderly
or familieswith disgbilities

[] Other: (list below)

HUD Strategic Goal: Ensure Equal Opportunity in Housing for all Americans

[] PHA God: Ensure equa opportunity and affirmatively further fair housing

Objectives:

[] Undertake affirmative measures to ensure access to assisted housing regardless
of race, color, religion nationd origin, sex, familiad satus, and disability:

[] Undertake affirmative measures to provide a suitable living environment for
families living in asssted housing, regardless of race, color, religion nationa
origin, sex, familid saus, and disgbility:

[] Undertake affirmative measures to ensure accessible housing to personswith al
varieties of disabilities regardless of unit size required:

[] Other: (list below)

Other PHA Goals and Objectives: (list below)

1. Provide Good Quality Housing Services Daily to Clients

a Score 90+ on PHAS
Q) Resident Survey 8+

Housing M anagement

Bring to fruition a Resident Advisory Board

1 Educate saff on importance of client participation
2. More cdosely monitor saff interaction with client
3. Client feedback

Adminigration Department

1 Maintain auditable records
2. Filedl reports when due
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3. Monitor budgets and financid pogtion to ensure maximum points on financid
indicators

4, Maintain computer software and update to comply with HUD regulations

5. Maintain records for reporting PHAS each year

6. Obtain training to comply with PHAS each year

7. Assure materids are on hand to maintain units

8. Maintain adequate records on fixed assets to ensure they are properly
safeguarded

b. Score 90+ on SEMAP

1. Maximize points for program utilization by filing proper and timely budgets and
year-end financid reports

2. Assg with family sdlf-sufficiency tracking and escrow accounts by making
depodits as required and maintai ning adequate records

3. Asss with Rent Reasonableness Survey by preparing gppropriate bid package
and andydsis

4, Implement and maintain changes to software required due to changesin HUD
requirements

5. Make recommendations as needed to use computerization to track information
ingead of maintaining manua records

M aintenance Depar tment

1 Score 90+ on PHAS

2. Service Coordinator and Foreman will check at least 10% of al work orders
that are completed by each crew (Quality Control Check)

3. Score 90+ on SEMAP

Maintain a High L eved of Professionalism Among Staff Members

a.

1.

Increase training opportunitiesfor staff

Challenge performance and reward excellence

Housing M anagement

Egtablish Improved Internd Controls for PHAS Monitoring

1
2.

Vacancy turnaround time
TARs
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3. Community Service and FSS
4, Resident Surveys
5. All other PHAS Requirements

Adminigration Department

1 Ensure training is obtained to maintain certifications and to maintain expertisein
al departmenta areas

M aintenance Depar tment

Increase training opportunities for saff

Provide more in-house and cross-training

Utilize computer more to collect data

Use non-monetary rewards

Egtablish a better way of tracking productive time

Reinforce the positive (acknowledge employees when things are going right)
Reward employeesfor little things

Noak~wbdrE

I ncr ease the Resour ces of Affordable Housing in City of Charleston

a. Causethecreation (CHFA) of additional homesfor citizens on low to
moder ate incomes

Housing M anagement

Restructure Department to Improve Ddlivery of Services

1 Continue to redefine individua staff functionsin the Section 8 Office

2. Clearly delinesate the Public Housing and Section 8 gpplication processin the
Tenant Sdection Office

3. Create home ownership with Section 8 subsidy

Create a Personal | mage of Who We Serve and Their Dreams and Aspir ations

a. Continueto feed Rawle-Mur dy successes of residents for media
attention

Housing M anagement

Maintain High Standards of Professonalism Among Staff
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1. Automeate day-to-day functions, where possible
2. Increase training Opportunities (QHWRA)

Adminigration Department

1 Assg in digribution of pamphlets and annud reports

M aintenance Depar tment

1 Assg in getting the message out to the generd public as well as resdents

Create and Promote (or Maintain) Cohesiveness Among Departments

a. I ncrease inter depar tmental meetings
b. Cross-train, where possible

Housing M anagement

Implement QHWRA (Policies and Procedures)

Rewrite Dwdling Lease

Rewrite ACOP

Rewrite Section 8 Adminigtrative Plan
Egtablish Community Service Program
Cross-train, where possible

g~ owdNE

Administration Department

1. Have monthly meetings with appropriate staff from our department with
Maintenance and Housing Management

2. Have quarterly meetings with members from other departments concerning
computer issues

3. Provide Authority-wide training opportunities

Develop orientation package for new employeesthat alows for viststo each

department

Post payments timedly to assst Housng Management

Assg in recruiting the best candidates for openings

Publish monthly employee newdetter

Provide rdiable ddivery of dl mail

Cross-train, where possible

»

© 0N U
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M aintenance Depar tment

1. Establish a Technica Task Force Committee (make suggestions concerning
safety issues and other areas of improvements) Department

2. Expand existing monthly mestings to include Adminigtration Department

3. Cross-train, where possible

Promote | nvolvement of Clientsin Decisions Affecting Them

a. Support resident associations
b. Create and support Section 8 resdent groups
C. Strengthen communication with clients

Housing M anagement

Promote the CHA Image in the Community

1. Who we serve
2. How we serve
3. Improve staff awareness

Improve Communications with Interdepartmenta Staff

1 More involvement of support gaff in departmenta meetings

2. Support management saff involvement in other departmenta functions
3. Leed by example (unity)

Adminigration Department

Attend meetings and functions, when possible

Maintain accounts set up for this function

Assg with mailings to resdents

Maintain professonaism and be courteous and helpful to dl residents and
vigtors

~AwbdpE

M aintenance Depar tment

1 Support resident associations
2. Provide assistance when needed
3. Strengthen communication with dients
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5.

Provide helpful hints to resdents through monthly newdetter
Listen to resdents and try to understand their point of view
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Annual PHA Plan

PHA Fiscal Year 2000
[24 CFR Part 903.7]

I. _Annual Plan Type:
Select which type of Annual Plan the PHA will submit.

[] Sandard Plan

Streamlined Plan:
Xl  High Performing PHA
[]  small Agency (<250 Public Housing Units)
[[]  Administering Section 8 Only

[]  Troubled Agency Plan

Ii. Executive Summary of the Annual PHA Plan

[24 CFR Part 903.7 9 ()]
Provide abrief overview of the information in the Annual Plan, including highlights of mgjor initiatives and
discretionary policiesthe PHA hasincluded in the Annual Plan.

iii. Annual Plan Table of Contents

[24 CFR Part 903.7 9 ()]
Provide atable of contents for the Annual Plan, including attachments, and alist of supporting documents
available for public inspection.

Table of Contents

Page #
Annual Plan
i. Executive Summary 1
ii. Tableof Contents 1
1. Housing Needs 5
2. Fnancid Resources 11
3. Pdlicieson Eligibility, Sdection and Admissions 13
4. Rent Determination Policies 22
5. Operations and Management Policies 26
6. Grievance Procedures 28
7. Capitd Improvement Needs 29
8. Demodlition and Digposition 47
9. Desgnaion of Housng 48
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10. Conversons of Public Housing 49

11. Homeownership 50
12. Community Service Programs 52
13. Crime and Safety 54
14. Pets (Inactive for January 1 PHAS) 56
15. Civil Rights Certifications (included with PHA Plan Certifications) 56
16. Audit 57
17. Asset Management 57
18. Other Information 58
Attachments

I ndicate which attachments are provided by selecting all that apply. Provide the attachment’s name (A, B,
etc.) in the space to the left of the name of the attachment. Note: If the attachment is provided asa
SEPARATE file submission from the PHA Plansfile, provide the file name in parenthesesin the space to the
right of thetitle.

Required Attachments:

X Admissions Policy for Deconcentration - See ACOP (sc001a01)

X FY 2000 Capitd Fund Program Annua Statement - included in Plan text

[ ]  Most recent board-approved operating budget (Required Attachment for PHAs that
aretroubled or at risk of being designated troubled ONLY))

Optiond Attachments:

[ ] PHA Management Organizationa Chart

X] FY 2000 Capital Fund Program 5 Y ear Action Plan - included in Plan text

X Public Housing Drug Elimination Program (PHDEP) Plan (sc001b01)

X] Comments of Resident Advisory Board or Boards (must be atached if not included in
PHA Plan text) - included in Plan text

X] Other (List below, providing each attachment name)
Section 8 Adminigtrative Plan (sc001c01)
Definition of Subgtantiad Deviation (sc001d01)

Supporting Documents Available for Review

Indicate which documents are available for public review by placing amark in the “Applicable & On
Display” column in the appropriate rows. All listed documents must be on display if applicable to the
program activities conducted by the PHA.

List of Supporting Documents Available for Review

Applicable Supporting Document Applicable Plan Component
&
On Display
X PHA Plan Certifications of Compliance with the PHA Plans 5Year and Annual Plans
and Related Regulations
X State/L ocal Government Certification of Consistency with the | 5Year and Annual Plans
Consolidated Plan
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List of Supporting Documents Availablefor Review

Applicable Supporting Document Applicable Plan Component

&

On Display

X Fair Housing Documentation: 5Year and Annual Plans
Records reflecting that the PHA has examined its programs or
proposed programs, identified any impedimentsto fair
housing choice in those programs, addressed or is
addressing those impedimentsin areasonable fashion in
view of the resources available, and worked or isworking
with local jurisdictions to implement any of the jurisdictions
initiativesto affirmatively further fair housing that require the
PHA’sinvolvement.

X Consolidated Plan for the jurisdiction/sin which the PHA is Annual Plan;
located (which includesthe Analysis of Impedimentsto Fair | Housing Needs
Housing Choice (Al))) and any additional backup datato
support statement of housing needsin the jurisdiction

X Most recent board-approved operating budget for the public | Annual Plan:
housing program Financial Resources,

X Public Housing Admissions and (Continued) Occupancy Annual Plan; Eligibility,
Policy (A& O), which includes the Tenant Selection and Selection, and Admissions
Assignment Plan [TSAP] Policies

X Section 8 Administrative Plan Annual Plan: Eligibility,

Selection, and Admissions
Policies
X Public Housing Deconcentration and Income Mixing Annual Plan: Eligibility,
Documentation: Selection, and Admissions
1. PHA board certifications of compliance with Policies
deconcentration reguirements (section 16(a) of the US
Housing Act of 1937, asimplemented in the 2/18/99
Quality Housing and Work Responsibility Act Initial
Guidance; Notice and any further HUD guidance) and

2. Documentation of the required deconcentration and
income mixing analysis

X Public housing rent determination policies, including the Annual Plan: Rent
methodology for setting public housing flat rents Determination

check hereif included in the public housing
A & O Palicy
X Schedule of flat rents offered at each public housing Annua Plan: Rent
development Determination
|:| check hereif included in the public housing
A & O Policy
X Section 8 rent determination (payment standard) policies Annual Plan: Rent

Z| check hereif included in Section 8
Administrative Plan

Determination
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List of Supporting Documents Availablefor Review

Applicable Supporting Document Applicable Plan Component
&
On Display
X Public housing management and maintenance policy Annual Plan: Operations
documents, including policies for the prevention or and Maintenance
eradication of pest infestation (including cockroach
infestation)
X Public housing grievance procedures Annual Plan: Grievance
|:| check hereif included in the public housing Procedures
A & O Palicy
X Section 8 informal review and hearing procedures Annual Plan: Grievance
Z| check hereif included in Section 8 Procedures
Administrative Plan
X The HUD-approved Capital Fund/Comprehensive Grant Annual Plan: Capital Needs
Program Annua Statement (HUD 52837) for the active grant
year
X Most recent CIAP Budget/Progress Report (HUD 52825) for | Annual Plan: Capital Needs
any active CIAP grant
X Most recent, approved 5 Y ear Action Plan for the Capital Annual Plan: Capital Needs
Fund/Comprehensive Grant Program, if not included asan
attachment (provided at PHA option)
Approved HOPE VI applications or, if more recent, approved | Annual Plan: Capital Needs
or submitted HOPE V1 Revitalization Plans or any other
approved proposal for development of public housing
Approved or submitted applications for demolition and/or Annual Plan: Demolition
disposition of public housing and Disposition
Approved or submitted applications for designation of public | Annual Plan: Designation of
housing (Designated Housing Plans) Public Housing
Approved or submitted assessments of reasonable Annual Plan: Conversion of
revitalization of public housing and approved or submitted Public Housing
conversion plans prepared pursuant to section 202 of the
1996 HUD Appropriations Act
Approved or submitted public housing homeownership Annual Plan:
programs/plans Homeownership
Policies governing any Section 8 Homeownership program Annual Plan;
[ ] check hereif included in the Section 8 Homeownership
Administrative Plan
Any cooperative agreement between the PHA and the TANF | Annual Plan: Community
agency Service & Sdlf-Sufficiency
X FSS Action Plan/sfor public housing and/or Section 8 Annual Plan: Community
Service & Self-Sufficiency
X Most recent self-sufficiency (ED/SS, TOP or ROSS or other Annual Plan: Community
resident services grant) grant program reports Service & Self-Sufficiency
X The most recent Public Housing Drug Elimination Program Annual Plan: Safety and

(PHEDEP) semi-annual performance report for any open grant
and most recently submitted PHDEP application (PHDEP
Plan)

Crime Prevention
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List of Supporting Documents Availablefor Review

Applicable Supporting Document Applicable Plan Component
&

On Display
X The most recent fiscal year audit of the PHA conducted Annual Plan: Annual Audit

under section 5(h)(2) of the U.S. Housing Act of 1937 (42 U.
S.C. 1437¢(h)), the results of that audit and the PHA’s
response to any findings

Troubled PHAs: MOA/Recovery Plan Troubled PHAS

Other supporting documents (optional) (specify as needed)
(list individually; use as many lines as necessary)

1. Statement of Housing Needs
[24 CFR Part 903.7 9 (3)]

A. Housing Needs of Familiesin the Jurisdiction/s Served by the PHA

Based upon the information contained in the Consolidated Plan/s applicable to the jurisdiction, and/or other
data available to the PHA, provide a statement of the housing needsin the jurisdiction by completing the
following table. In the “Overall” Needs column, provide the estimated number of renter familiesthat have
housing needs. For the remaining characteristics, rate theimpact of that factor on the housing needs for
each family type, from 1 to 5, with 1 being “no impact” and 5 being “severe impact.” Use N/A to indicate
that no information is available upon which the PHA can make this assessment.

Housing Needs of Familiesin the Jurisdiction

by Family Type
Farnlly Type Overall :g.ﬁ?{; Supply Quality :At\;:ﬁss- Size i_igtr:]a
Income <= 30% of | 3,405 5 5 3 3 4 4
AMI
Income >30% but | 1,846 5 5 3 3 4 4
<=50% of AMI
Income >50% but | 1,473 5 5 3 3 4 4
<80% of AMI
Elderly 1,445 3 3 2 2 2 2
Familieswith Unkno
Disabilities wn
White Non- 2,982 5 5 3 3 4 4
Hispanic
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Housing Needs of Familiesin the Jurisdiction

by Family Type
Family Type Overall :bf:‘lftr: Supply Quality ﬁoﬁcgs Size tngcr;]a
Black Non- 3,662 5 5 3 3 4 4
Hispanic
Hispanic 24 5 5 3 3 4 4
Race/Ethnicity

What sources of information did the PHA use to conduct this andysis? (Check dl that gpply; dl
materials must be made available for public ingpection.)

Consolidated Plan of the Jurisdiction/s
Indicate year:
U.S. Census data the Comprehensive Housing Affordability Strategy (“CHAS’)
dataset
American Housing Survey data
Indicate year:
Other housing market study
Indicate year:
Other sources: (list and indicate year of informetion)

O 0O 0OX O

B. Housing Needs of Families on the Public Housing and Section 8
Tenant- Based Assistance Waiting Lists

State the housing needs of the families on the PHA’ s waiting list/s. Complete onetablefor each type of
PHA-wide waiting list administered by the PHA. PHAs may provide separate tables for site-based or sub-
jurisdictional public housing waiting lists at their option.

Housing Needs of Families on the Waiting List

Waiting ligt type: (sdect one)

Section 8 tenant-based assistance

Public Housing

Combined Section 8 and Public Housing

Public Housing Site-Based or sub-jurisdictiona waiting list (optiond)
If used, identify which development/subjurisdiction:

OO

# of families % of total families Annua Turnover

Waiting list total 501 101
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Housing Needs of Families on the Waiting List

Extremdy low income
<=30% AMI

404

81%

Very low income
(>30% but <=50%
AMI)

91

18%

Low income
(>50% but <80%
AMI)

1%

Families with children

401

80%

Eldely families

15

3%

Familieswith
Disahilities

45

9%

Black

492

98%

White

2%

Hispanic

Non-Hispanic

o|o|©

Characteristics by
Bedroom Size (Public
Housing Only)

1BR

2BR

3BR

4BR

5BR

5+ BR

Isthe waiting list closed (sdlect one)?[_] No

If yes

X Yes

How long has it been closed (# of months)? 21 months
Does the PHA expect to reopen the list in the PHA Planyear?[X] No [_] Yes
Does the PHA permit specific categories of families onto the waiting lis, even if

generally dlosed?] | No [X] Yes

Housing Needs of Families on the Waiting List

FY 2000 Annua Plan Page 7

HUD 50075
OMB Approval No: 2577-0226
Expires: 03/31/2002




Housing Needs of Families on the Waiting List

Waiting list type: (sdlect one)

[[]  Section 8 tenant-based assistance
X  PublicHousing
[[]  Combined Section 8 and Public Housing
[[] Public Housing Site-Based or sub-jurisdictiona waiting list (optional)
If used, identify which devel opment/subjurisdiction:
# of families % of tota families Annud Turnover

Waiting list total 261 379
Extremdy low income 194 74%
<=30% AMI
Vey low income 59 23%
(>30% but <=50%
AMI)
Low income 7 3%
(>50% but <80%
AMI)
Families with children 159 61%
Elderly families 11 4%
Familieswith 52 20%
Disabilities
Black 249 95%
White 11 4%
Hispanic 1 1%
Characterigtics by
Bedroom Size (Public
Housing Only)
OBR 3 1% 7
1BR 95 36% 91
2BR 105 40% 190
3BR 41 16% 67
4BR 16 6% 19
5BR 0 0
5+ BR 1 1%
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Housing Needs of Families on the Waiting List

Isthe waiting list closed (sdlect one)?[_] No [X] Yes

If yes

How long has it been closed (# of months)? N/A 1/2 Week

Does the PHA expect to reopen thelist in the PHA Planyear?[ ] No [X] Yes
Does the PHA permit specific categories of families onto the waiting lis, even if
generdly cdlosed?[ | No [ ] Yes504 families

C. Strategy for Addressing Needs
Provide a brief description of the PHA’ s strategy for addressing the housing needs of familiesin the
jurisdiction and on the waiting list IN THE UPCOMING YEAR, and the Agency’ s reasons for choosing this

strategy.
(1) Strategies

Need: Shortage of affordable housing for all eligible populations

Strategy 1. Maximizethe number of affordable units available to the PHA within its

current resour ces by:
Select all that apply

O X O 0O 0O KX X XOX X

Employ effective maintenance and management policies to minimize the number of
public housing units off-line

Reduce turnover time for vacated public housing units

Reduce time to renovate public housing units

Seek replacement of public housing units logt to the inventory through mixed finance
development

Seek replacement of public housing unitslogt to the inventory through section 8
replacement housing resources

Maintain or increase section 8 lease-up rates by establishing payment stlandards that will
enable families to rent throughout the jurisdiction

Undertake measures to ensure access to affordable housing among families assisted by
the PHA, regardless of unit Size required

Maintain or increase section 8 lease-up rates by marketing the program to owners,
particularly those outside of areas of minority and poverty concentration

Maintain or increase section 8 lease-L rates by effectively screening Section 8
gpplicants to increase owner acceptance of program

Participate in the Consolidated Plan development process to ensure coordination with
broader community Strategies

Other (list below)
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Strategy 2. Increasethe number of affordable housing units by:
Select al that apply

X Apply for additiona section 8 units should they become available

X Leverage affordable housing resources in the community through the crestion  of

mixed - finance housing

X Pursue housing resources other than public housing or Section 8 tenant-based
assigtance.

[] Other: (list below)

Need: Specific Family Types. Familiesat or below 30% of median

Strategy 1. Target available assistanceto familiesat or below 30 % of AMI
Select al that apply

[] Exceed HUD federd targeting requirements for families at or below 30% of AMI in
public housing

Exceed HUD federd targeting requirements for families at or below 30% of AMI in
tenant-based section 8 assstance

Employ admissions preferences amed a families with economic hardships

Adopt rent policies to support and encourage work

Other: (list below)

X O

Need: Specific Family Types. Familiesat or below 50% of median

Strategy 1: Target available assistancetofamiliesat or below 50% of AMI
Select al that apply

X Employ admissions preferences aimed at families who are working

X Adopt rent policies to support and encourage work
[]  Other: (list below)

Need: Specific Family Types. The Elderly

Strategy 1. Target available assistanceto the elderly:
Select al that apply

[] Seek designation of public housing for the elderly
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[] Apply for specid-purpose vouchers targeted to the elderly, should they become
avalable
[] Other: (list below)

Need: Specific Family Types. Familieswith Disabilities

Strategy 1. Target available assistance to Familieswith Disabilities:
Select al that apply

[] Seek designation of public housing for families with disabilities

X Carry out the modifications needed in public housing based on the section 504 Needs
Assessment for Public Housing

[] Apply for specid-purpose vouchers targeted to families with disabilities, should they
become available

X Affirmatively market to local non-profit agencies thet assst families with disabilities

[]  Other: (list below)

Need: Specific Family Types. Racesor ethnicities with disproportionate housing
needs

Strategy 1. Increase awar eness of PHA resour ces among families of races and

ethnicities with disproportionate needs:
Select if applicable

[] Affirmatively market to races/ethnicities shown to have disproportionate housing needs
[]  Other: (list below)

Strategy 2. Conduct activitiesto affirmatively further fair housing
Select al that apply

[] Counsel section 8 tenants as to location of units outside of areas of poverty or minority
concentration and assst them to locate those units

[] Market the section 8 program to owners outside of areas of poverty /minority
concentrations

[]  Other: (list below)

Other Housing Needs & Strategies. (list needs and strategies below)
(2) Reasonsfor Selecting Strategies

Of the factors listed below, select dl that influenced the PHA’ s sdlection of the Strategies it will
pursue:
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Funding condraints

Staffing condraints

Limited availability of gtesfor asssted housing

Extent to which particular housing needs are met by other organizationsin the
community

Evidence of housing needs as demongtrated in the Consolidated Plan and other
information available to the PHA

Influence of the housing market on PHA programs

Community priorities regarding housing assstance

Reaults of consultation with locad or state government

Results of consultation with residents and the Resident Advisory Board
Reaults of consultation with advocacy groups

Other: (list below)

OOXXOX X XXOX

2. Statement of Financial Resour ces

[24 CFR Part 903.7 9 (b)]

List the financial resources that are anticipated to be available to the PHA for the support of Federal public
housing and tenant-based Section 8 assistance programs administered by the PHA during the Plan year.
Note: the table assumesthat Federal public housing or tenant based Section 8 assistance grant funds are
expended on eligible purposes; therefore, uses of these funds need not be stated. For other funds, indicate
the use for those funds as one of the following categories: public housing operations, public housing
capital improvements, public housing safety/security, public housing supportive services, Section 8 tenant-
based assistance, Section 8 supportive services or other.

Financial Resour ces:
Planned Sour ces and Uses

Sour ces Planned $ Planned Uses
1. Federal Grants (FY 2000 grants)
a) Public Housng Operaing Fund 2,694,887
b) Public Housing Capitd Fund 2,144,666
¢) HOPE VI Revitdizaion 0
d) HOPE VI Demalition 0
e) Annud Contributions for Section 8 4,933,449
Tenant-Based Assstance
f) Public Housng Drug Elimination 304,179
Program (including any Technica
Assigtance funds)
g Resdent Opportunity and Sdlf- 55,000
Sufficiency Grants
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Financial Resour ces:
Planned Sour ces and Uses

Sour ces Planned $ Planned Uses
h) Community Development Block 0
Grant

i) HOME 0

Other Federd Grants (list below)

2. Prior Year Federal Grants

(unabligated funds only) (list below)

CGP708 568,338 | Public Housing Capitd
Improvements

3. Public Housing Dwelling Rental 1,317,528 | Public Housng

Income Operations

4. Other income (list below)

Non-Dwedlling Rent 20,000 | Public Housng
Operations

Interest 74,500 | Public Housing
Operations

Other Tenant Revenue 145,000 | Public Housing
Operations

4. Non-federal sources (list below)

Total resources 12,247 547
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3. PHA Palicies Governing Eliqgibility, Selection, and Admissions
[24 CFR Part 903.7 9 (¢)]

A. Public Housing

Exemptions: PHAsthat do not administer public housing are not required to compl ete subcomponent 3A.
(1) Eligibility

a When does the PHA verify digibility for admisson to public housing? (sdlect dl that apply)
[] When families are within a certain number of being offered a unit: (Sate number)
[[]  Whenfaniliesarewithin acertain time of being offered aunit; (state time)
X|  Other: (describe)
When families are nearing the top of the waiting list.

b. Which non-income (screening) factors does the PHA use to establish digibility for admisson
to public housing (select dl that apply)?

X]  Crimind or Drug-rdated activity

Xl  Rentd history

[]  Housekeeping

[]  Other (describe)

c.lX] Yes[ ] No: Doesthe PHA request crimina records from local law enforcement
agencies for screening purposes?

d.X] Yes[] No: Doesthe PHA request crimina records from State law enforcement
agencies for screening purposes?

e. X Yes [ ] No: Doesthe PHA access FBI crimina records from the FBI for screeni ng
purposes? (either directly or through an NCIC-authorized source)

(2)Waiting List Organization

a Which methods does the PHA plan to use to organize its public housing waiting list (sdect all
that apply)

Community-wide list

Sub-jurisdictiond lists

Site-based waiting lists

Other (describe)

|

b. Where may interested persons gpply for admission to public housing?
X PHA main administrative office
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[]  PHA devdopment site management office
[]  Other (list below)

c. If the PHA plansto operate one or more site-based waiting lists in the coming year, answer
each of the following questions; if not, skip to subsection (3) Assgnment

1. How many Ste-based waiting lists will the PHA operate in the coming year?

2. ] Yes[ ] No: Areany or dl of the PHA's site-based waiting lists new for the
upcoming year (that is, they are not part of a previoudy-HUD-
approved Ste based waiting list plan)?

If yes, how many ligs?

3.[] Yes[_] No: May families be on more than one list Smultaneously
If yes, how many ligs?

4. Where can interested persons obtain more information about and sign up to be on the Site-
based waiting lists (sdlect al that apply)?

PHA main adminigrative office

All PHA deveopment management offices

Management offices at developments with Ste-based waiting lists

At the development to which they would like to apply

Other (list below)

|

(3) Assignment

a How many vacant unit choices are gpplicants ordinarily given before they fdl to the bottom of
or are removed from the waiting list? (select one)

[] Orne
Xl Two

[  Threeor More
b.X] Yes[_] No: Isthis policy consistent across al waiting list types?

c. If answer to bisno, ligt variations for any other than the primary public housing waiting list/s
for the PHA:

(4) Admissions Preferences
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a Income targeting:

[ ] Yes[X] No: Doesthe PHA plan to exceed the federd targeting requirements by targeting
more than 40% of dl new admissonsto public housing to families a or
below 30% of median areaincome?

b. Transfer policies.

Inwhat circumstances will transfers take precedence over new admissions? (list below)
Emergencies

Overhoused

Underhoused

Medicd judtification

Adminigtrative reasons determined by the PHA (e.g., to permit modernization work)
Resdent choice: (state circumstances below)

Other: (list below)

| A =<

c. Preferences

1.X] Yes[ ] No: Hasthe PHA established preferences for admission to public housing
(other than date and time of application)? (If “no” is selected, skip to
subsection (5) Occupancy)

2. Which of the following admission preferences does the PHA plan to employ in the coming
year? (sdlect dl that apply from either former Federa preferences or other preferences)

Former Federal preferences.

X  Involuntary Displacement (Disaster, Government Action, Action of Housing
Owner, Inaccessibility, Property Disposition)

[ ]  Victimsof domestic violence

[]  Substandard housing

[] Homdessness

[] High rent burden (rent is > 50 percent of income)

Ot

her preferences: (select below)
X Working families and those unable to work because of age or disability
[] Veeansand veterans families
[]  Residentswho live and/or work in the jurisdiction
] Those enrolled currently in educationd, training, or upward mohility programs
[] Households that contribute to meeting income god's (broad range of incomes)
[] Households that contribute to meeting income requirements (targeting)
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L]
L]
[]

Those previoudy enrolled in educationd, training, or upward mobility  programs
Victims of reprisas or hate crimes
Other preference(s) (list below)

3. If the PHA will employ admissions preferences, please prioritize by placing a“1” in the space
that represents your first priority, a“2” in the box representing your second priority, and so on.
If you give equa weight to one or more of these choices (either through an absolute hierarchy or
through a point system), place the same number next to each. That meansyou can use“1’
more than once, “2” more than once, €ic.

3 Dateand Time

Former Federal preferences.

1

Involuntary Displacement (Disaster, Government Action, Action of Housing
Owner, Inaccessibility, Property Disposition)

Victims of domestic violence

Substandard housing

Homelessness

High rent burden

Other preferences (select dl that apply)

X2

| I

Working families and those unable to work because of age or disability

Veterans and veterans families

Residents who live and/or work in the jurisdiction

Those enrolled currently in educationd, training, or upward mohility programs
Households that contribute to meeting income god's (broad range of incomes)
Households that contribute to meeting income requirements (targeting)

Thaose previoudy enrolled in educationd, training, or upward mobility — programs
Victims of reprisds or hate crimes

Other preference(s) (list below)

4. Rdationship of preferences to income targeting requirements.

L]
X

The PHA gpplies preferences within income tiers
Not gpplicable: the pool of gpplicant families ensures that the PHA will meet income
targeting requirements

(5) Occupancy
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a What reference materids can gpplicants and resdents use to obtain information about the
rules of occupancy of public housing (sdlect dl that apply)

The PHA-resident lease

The PHA’s Admissions and (Continued) Occupancy policy

PHA briefing seminars or written materias

Other source (list)

XXX

b. How often must residents notify the PHA of changesin family compostion? (select dl that
apply)

At an annud reexamination and lease renewa
Any time family composition changes

At family request for revison

Other (ligt)

LOIXC

(6) Deconcentration and Income Mixing This is no longer required in accordance
with PIH 99-51.

a [ | Yes[ ] No: Did the PHA's andysis of itsfamily (genera occupancy) developmentsto
determine concentrations of poverty indicate the need for measuresto
promote deconcentration of poverty or income mixing?

b.[] Yes[_] No: Did the PHA adopt any changes to its admissions policies based on the
results of the required andysis of the need to promote deconcentration
of poverty or to assure income mixing?

c. If the answer to b was yes, what changes were adopted? (select all that apply)
[[]  Adoption of site-based waiting lists
If selected, list targeted devel opments below:

[] Employing waiting ligt “skipping” to achieve deconcentration of poverty or income
mixing godls at targeted devel opments
If selected, list targeted devel opments below:

[] Employing new admission preferences at targeted developments
If selected, list targeted devel opments below:
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[[]  Other (list policies and developments targeted below)

d.[] Yes[_] No: Did the PHA adopt any changes to other policies based on the results of
the required analysis of the need for deconcentration of poverty and
income mixing?

e. If the answer to d was yes, how would you describe these changes? (sdect al that apply)

Additiond affirmative marketing

Actions to improve the marketability of certain developments

Adoption or adjustment of celling rents for certain developments

Adoption of rent incentives to encourage deconcentration of poverty and income-mixing
Other (list below)

|

f. Based on the results of the required andlys's, in which developments will the PHA make
Specid effortsto atract or retain higher-income families? (sdect al that apply)

[] Not applicable: results of andysis did not indicate a need for such efforts

[ ]  List (any applicable) developments below:

0. Basad on the results of the required analyss, in which developments will the PHA make
specid efforts to assure access for lower-income families? (sdect al that gpply)

[] Not applicable: results of andysis did not indicate a need for such efforts

[] List (any applicable) developments below:

B. Section 8

Exemptions: PHASsthat do not administer section 8 are not required to complete sub-component 3B.
Unless otherwise specified, all questionsin this section apply only to the tenant-based section 8 assistance
program (vouchers, and until completely merged into the voucher program, certificates).

(1) Eligibility

a What isthe extent of screening conducted by the PHA? (sdect al that apply)

Crimina or drug-related activity only to the extent required by law or regulation
Crimind and drug-rlated activity, more extensvely than required by law or regulation
More generd screening than crimina and drug-rdated activity (list factors below)
Other (list below)

OO
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b.[ ] YesDX] No: Doesthe PHA request crimind records from local law enforcement
agencies for screening purposes?

c.[] YesX] No: Doesthe PHA request crimina records from State |aw enforcement
agencies for screening purposes?

d.[ ] Yes [X] No: Doesthe PHA access FBI crimina records from the FBI for screening
purposes? (either directly or through an NCIC-authorized source)

e. Indicate what kinds of information you share with prospective landlords? (select dl that

apply)
[]  Crimind or drug-related activity

X]  Other (describe below)
Current and previous addresses and landlords.

(2) Waiting List Organization

a. With which of the following program waiting listsis the section 8 tenant-based assstance
waiting list merged? (sdlect dl that apply)

None

Federd public housing

Federa moderate rehabilitation

Federa project-based certificate program

Other federd or local program (list below)

DOOOX

b. Where may interested persons apply for admission to section 8 tenant-based ass stance?
(sdect dl thet apply)
X PHA main administrative office
X]  Other (list bedow)
Under certain circumstances, we will aso provide reasonable accommodations for
people with disahilities (upon request).

(3) Search Time

a X Yes[ ] No: Doesthe PHA give extensions on standard 60-day period to search for a
unit?

If yes, Sate circumstances below:
Extensive: see Section 8-10 of Section 8 Adminigirative Plan
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(4) Admissions Pr efer ences

a Income targeting

[ ] Yes[X] No: Doesthe PHA plan to exceed the federd targeting requirements by targeting
more than 75% of al new admissions to the section 8 program to families
at or below 30% of median areaincome?

b. Preferences

1.X] Yes[ ] No: Hasthe PHA established preferences for admission to section 8 tenant-

based assistance? (other than date and time of gpplication) (if no, skip
to subcomponent (5) Special purpose section 8 assistance

programs)

2. Which of the following admission preferences does the PHA plan to employ inthe  coming
year? (select dl that apply from either former Federd preferences or other preferences)

Former Federa preferences

[] Involuntary Displacement (Disagter, Government Action, Action of Housing Owner,
Inaccessibility, Property Digpogition)

Victims of domestic violence

Substandard housing

Home essness

High rent burden (rent is > 50 percent of income)

her preferences (sdect dl that apply)

Working families and those unable to work because of age or disability

Veterans and veterans  families

Residents who live and/or work in your jurisdiction

Thaose enrolled currently in educationd, training, or upward mobility programs
Households that contribute to meeting income god's (broad range of incomes)
Households that contribute to meeting income requirements (targeting)

Those previoudy enrolled in educationd, training, or upward mobility programs (if they
are graduates)

Victims of reprisas or hate crimes

Other preference(s) (list below)

Disability, graduates of CHA Transtiond Housing Programs, victims of domestic
violence, mod-rehab families (Section 4-5 of Section 8 Adminigirative Plan)

XO XOOXOOXEL  Odod

3. If the PHA will employ admissions preferences, please prioritize by placinga“1” in  the
Space that represents your first priority, a“2” in the box representing your second priority,
and soon. If you give equa weight to one or more of these  choices (either through an
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absolute hierarchy or through a point system), place the same number next to each.
That means you can use“1” more than once, “2” more than once, etc.

2 Date and Time

Former Federa preferences
Involuntary Displacement (Disaster, Government Action, Action of Housing Owner,
Inaccessibility, Property Digposition)
Victims of domestic violence
Substandard housing
Homelessness
High rent burden

Other preferences (select dl that apply)
X1 Working families and those unable to work because of age or disability
[] Veeansand veterans families
[[]  Residentswho live and/or work in your jurisdiction
X|1  Those enrolled currently in educationd, training, or upward mobility programs
[] Households that contribute to meeting income god's (broad range of incomes)
[] Households that contribute to meeting income requirements (targeting)
X]1  Those previoudy enrolled in educationd, training, or upward mobility  programs (if
they are graduates)
[]  Vidimsof reprisasor hate crimes
X1  Other preference(s) (list below)
Disability, graduates of CHA Transtiond Housing Programs, victims of domestic
violence, mod-rehab families (Section 4-5 of Section 8 Adminigrative Plan)

4. Among applicants on the waiting list with equa preference satus, how are  applicants
selected? (select one)

X|  Dateand timeof application

[] Drawing (lottery) or other random choice technique

5. If the PHA plansto employ preferences for “residents who live and/or work in the
jurisdiction” (select one)

[] This preference has previoudy been reviewed and approved by HUD

[] The PHA requests approva for this preference through this PHA Plan

6. Reationship of preferences to income targeting requirements. (select one)
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[] The PHA applies preferences within income tiers
X Not gpplicable: the pool of applicant families ensures that the PHA will meet income
targeting requirements

(5) Special Purpose Section 8 Assistance Programs

a Inwhich documents or other reference materids are the policies governing digibility,
selection, and admissions to any specid-purpose section 8 program administered by the
PHA contained? (sdlect dl that apply)

X]  The Section 8 Administrative Plan

[]  Briefing sessons and written materias

[ ]  Other (list bedow)

b. How doesthe PHA announce the availability of any specid-purpose section 8 programsto
the public?

[[]  Through published notices

[]  Other (list below)

4. PHA Rent Determination Policies
[24 CFR Part 903.7 9 (d)]

A. Public Housing

Exemptions: PHAsthat do not administer public housing are not required to complete sub-component 4A.

(1) Income Based Rent Policies

Describe the PHA’ sincome based rent setting policy/ies for public housing using, including discretionary
(that is, not required by statute or regulation) income disregards and exclusions, in the appropriate spaces
below.

a Useof discretionary policies: (sdect one)

X The PHA will not employ any discretionary rent-setting policies for income based rent in
public housing. Income-based rents are set at the higher of 30% of adjusted monthly
income, 10% of unadjusted monthly income, the welfare rent, or minimum rent (less
HUD mandatory deductions and exclusions). (If selected, skip to sub-component (2))

___Or'___
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[] The PHA employs discretionary policies for determining income based rent (If selected,
continue to question b.)

b. Minimum Rent

1. What amount best reflects the PHA’s minimum rent? (select one)

[] %0
X $1-$25
] $26-$50

2.] Yes[X] No: Has the PHA adopted any discretionary minimum rent hardship exemption
policies?

3. If yesto question 2, list these policies below:
C. Rentssat at lessthan 30% than adjusted income

1.[] Yes[X] No: Doesthe PHA plan to charge rents a afixed amount or
percentage less than 30% of adjusted income?

2. If yesto above, ligt the amounts or percentages charged and the circumstances  under
which these will be used below:

d. Which of the discretionary (optiona) deductions and/or exclusions policies does the PHA
plan to employ (sdlect dl that gpply)
[] For the earned income of a previousy unemployed household member
[[]  Forincreasssin earned income
[[]  Fixed amount (cther than general rent-setting policy)
If yes, state amount/s and circumstances below:

[] Fixed percentage (other than generd rent-setting policy)
If yes, state percentage/s and circumstances below:

For household heads
For other family members
For transportation expenses

|
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[] For the non-reimbursed medical expenses of non-disabled or non-elderly families
[]  Other (describe below)

e. Cdling rents

1. Do you have celing rents? (rents set a alevel lower than 30% of adjusted income) (select
one)

[ ]  Yesfordl developments
[] Y es but only for some developments
[] No

2. For which kinds of developments are celling rentsin place? (sdlect dl that apply)

For dl developments

For dl generd occupancy developments (not elderly or disabled or ederly only)
For specified genera occupancy devel opments

For certain parts of developments; e.g., the high-rise portion

For certain Sze units; e.g., larger bedroom sizes

Other (list below)

| [

3. Sdect the space or spaces that best describe how you arrive at ceiling rents (select al that
apply)

Market comparability study

Fair market rents (FMR)

95" percentile rents

75 percent of operating costs

100 percent of operating costs for generd occupancy (family) developments
Operating costs plus debt service

The“rentd vaue’ of the unit

Other (list below)

N

f. Rent re-determinations:
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1. Between income reexaminations, how often must tenants report changesin income  or
family composition to the PHA such that the changes result in an adjusment to  rent? (sdect all

that apply)
[] Never
[]  Atfamily option

[] Any time the family experiences an income increase

[] Any time afamily experiences an income increase above a threshold amount or
percentage: (if selected, specify threshold)

X]  Other (list beow)
Anytime the family has new income.

0. ] Yes[X] No: Doesthe PHA plan to implement individua savings accounts for residents
(ISAs) as an dternative to the required 12 month disallowance of
earned income and phasing in of rent increases in the next year?

(2) Flat Rents

1. Insetting the market-based flat rents, what sources of information did the PHA useto
establish comparability? (select al that apply.)

[] The section 8 rent reasonableness study of comparable housing

X  Survey of rentslisted in local newspaper

X Survey of amilar unassisted units in the neighborhood

[[]  Other (lis/describe below)

B. Section 8 Tenant-Based Assistance

Exemptions: PHAsthat do not administer Section 8 tenant-based assistance are not required to complete
sub-component 4B. Unless other wise specified, all questionsin this section apply only to the tenant-based
section 8 assistance program (vouchers, and until completely merged into the voucher program,
certificates).

(1) Payment Standards
Describe the voucher payment standards and policies.

a What isthe PHA'’ s payment standard? (select the category that best describes your standard)
X] At or above 90% but below100% of FMR
[]  100% of FMR
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[]  Above 100% but at or below 110% of FMR
[] Above 110% of FMR (if HUD approved; describe circumstances bel ow)

b. If the payment standard is lower than FMR, why has the PHA sdected this standard? (select
al that aoply)
FMRs are adequate to ensure success anong assisted familiesin the PHA’s segment of
the FMR area
The PHA has chosen to serve additiond families by lowering the payment standard
Reflects market or submarket
Other (list below)

LOX

C. If the payment standard is higher than FMR, why has the PHA chosen thislevel? (select dl
that apply)
FMRs are not adequate to ensure success among assisted familiesin the PHA's
segment of the FMR area
Reflects market or submarket
To increase housing options for families
Other (list below)

|

d. How often are payment standards reevaluated for adequacy? (select one)
Xl Annudly
[]  Other (list below)

e. What factors will the PHA consder in its assessment of the adequacy of its payment
sandard? (sdect dl that apply)
X Success rates of asssted families to find housing outsde areas of minority or poverty
concentration
[] Rent burdens of asssted families
X Other (list below)
If requested as a reasonable accommodation for afamily that includes a person with
disabilities

(2) Minimum Rent

a Wha amount best reflects the PHA’ s minimum rent? (seect one)

[] 0

FY 2000 Annua Plan Pege 27
HUD 50075
OMB Approval No: 2577-0226
Expires: 03/31/2002



Xl $1-$25
[]  $26-$50

b.X] Yes[_] No: Hasthe PHA adopted any discretionary minimum rent hardship exemption
policies? (if yes list below)
Extensive: See Section 6-3 of Section 8 Adminigrative Plan

5. Operations and M anagement
[24 CFR Part 903.7 9 (€)]

Exemptions from Component 5: High performing and small PHAs are not required to complete this section.
Section 8 only PHAs must complete parts A, B, and C(2)

A. PHA Management Structure
Describe the PHA’ s management structure and organization.

(select one)
[] An organization chart showing the PHA’s management structure and organization is
attached.

[] A brief description of the management structure and organization of the PHA follows:

B. HUD Programs Under PHA M anagement

List Federal programs administered by the PHA, number of families served at the beginning of the
upcoming fiscal year, and expected turnover in each. (Use“NA” to indicate that the PHA does not
operate any of the programs listed bel ow.)

Program Name Unitsor Families Expected
Served at Year Turnover
Beginning

Public Housing

Section 8 VVouchers

Section 8 Certificates

Section 8 Mod Rehab

Specia Purpose Section
8 Certificates'\VVouchers
(lig individudly)

Public Housing Drug
Elimination Program
(PHDEP)
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Other Federal
Programg(ligt individudly)

C. Management and Maintenance Policies

List the PHA’ s public housing management and maintenance policy documents, manuals and handbooks
that contain the Agency’ srules, standards, and policies that govern maintenance and management of public
housing, including a description of any measures necessary for the prevention or eradication of pest
infestation (which includes cockroach infestation) and the policies governing Section 8 management.

(1) Public Housng Maintenance and Management: (list below)

(2) Section 8 Management: (list below)

6. PHA Grievance Procedures
[24 CFR Part 903.7 9 ()]

Exemptions from component 6: High performing PHASs are not required to compl ete component 6. Section 8-
Only PHASs are exempt from sub-component 6A.

A. Public Housing

1.[] Yes[] No: Hasthe PHA established any written grievance proceduresin addition to
federd requirements found at 24 CFR Part 966, Subpart B, for
resdents of public housng?

If yes, ligt additions to federa requirements below:

2. Which PHA office should residents or applicants to public housing contact to initiate the
PHA grievance process? (sdlect dl that apply)

[ ]  PHA man adminigtrative office

[]  PHA development management offices

[]  Other (list below)

B. Section 8 Tenant-Based Assistance
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1.[ ] Yes[ ] No: Hasthe PHA established informa review procedures for applicants to the
Section 8 tenant-based ass stance program and informa hearing
procedures for families assisted by the Section 8 tenant-based
assistance program in addition to federa requirements found at 24 CFR
982?

If yes, ligt additions to federd requirements below:

2. Which PHA office should gpplicants or asssted families contact to initiate the informa
review and informa hearing processes? (select dl that apply)

[]  PHA man adminigrative office

[ ]  Other (list bedow)

7. Capital | mprovement Needs

[24 CFR Part 903.7 9 (g)]
Exemptions from Component 7: Section 8 only PHAs are not required to complete this component and may
skip to Component 8.

A. Capital Fund Activities
Exemptions from sub-component 7A: PHASsthat will not participate in the Capital Fund Program may skip
to component 7B. All other PHAs must complete 7A asinstructed.

(1) Capital Fund Program Annual Statement

Using parts|, I1, and I11 of the Annual Statement for the Capital Fund Program (CFP), identify capital
activities the PHA is proposing for the upcoming year to ensure long-term physical and social viability of its
public housing developments. This statement can be completed by using the CFP Annual Statement tables
provided in the table library at the end of the PHA Plan template OR, at the PHA’ s option, by completing
and attaching a properly updated HUD-52837.

Select one:

[]  TheCapitad Fund Program Annua Statement is provided as an attachment to the PHA
Pan a Attachment (date name)

_or_
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X The Cepitd Fund Program Annud Statement is provided below: (if sdlected, copy the

CFP Annua Statement from the Table Library and insert here)

Component 7
Capital Fund Program Annual Statement
Partsl, II,and Il

Annual Statement
Capital Fund Program (CFP) Part |: Summary

Capital Fund Grant Number 1 FFY of Grant Approva: (10/2000)

X Origind Annud Statement

Line No. Summary by Development Account Totd Estimated Cost
1 Total Non-CGP Funds
2 1406 Operations
3 1408 Management Improvements 322,110
4 1410 Adminigtration 193,203
5 1411  Audit
6 1415 Liquidated Damages
7 1430 Feesand Costs 18,000
8 1440 Site Acquigtion
9 1450 Site Improvement 972,605
10 1460 Dwadling Structures 388,237
11 1465.1 Dwelling Equipment-Nonexpendable 76,942
12 1470  Nondwelling Structures 68,540
13 1475  Nondwdling Equipment 105,029
14 1485 Demoalition
15 1490 Replacement Reserve
16 1492  Moving to Work Demongtration
17 1495.1 Relocation Costs
18 1498 Mod Used for Devel opment
19 1502  Contingency
20 Amount of Annual Grant (Sum of lines 2-19) 2,144,666
21 Amount of line 20 Related to LBP Activities
22 Amount of line 20 Related to Section 504 Compliance
23 Amount of line 20 Related to Security
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24 |Amount of line 20 Related to Energy Conservation Measures

Annual Statement
Capital Fund Program (CFP) Part I1: Supporting Table

Deveopment Genera Description of Mgor Work | Development Totd
Number/Name Categories Account Estimated
HA-Wide Activities Number Cost
SC001 PHA WIDE MIS Manager 1408 72,331
Personnel Coordinator 1408 5,964
V ehicle Replacement 1408 63,000
Professiona Development
Adminigtration 1408 13,000
Housing 1408 10,500
Maintenance 1408 7,000
Network Administrator 1408 59,959
Resident Programs 1408 6,000
Occupancy Speciaist 1408 29,236
Urban Forestry Specialist 1408 28,067
Management Aid Centra 1408 27,053
Accountant (50%) 1410 24,979
Mod/Asst. Mod Coordinator 1410 120,636
Clerica Mod 1410 27,388
Capital Fund Training 1410 5,000
Telephone and Fax Costs 1410 1,200
Telephone and TDD Costs 1410 3,000
Professional Assistance 1410 500
Advertising Costs 1410 10,000
16-12 Kiawah Homes Architectural and Engineering 1430 18,000
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16-1 Robert Mil Manor

16-4 Wraggsboro Homes

16-5 Gadsden Green Home

16-6 Robert Mil Manor
Extension

16-8 Cooper Riv Courts

16-9 Edmond Jen
16-10 Meeting Street

16-12 Kiawah Home

16-13 Mesting Street
Gadsden Gr
Wraggs Ext

16-15 Scattered Sites

16-16 Scattered Sites

Landscaping
Sidewaks
Fences

Sewer Line

Landscaping
Sidewalks

Landscaping
Erosion Control

Landscaping
Fence
Sidewaks

Landscaping
Repave Parking

Landscaping

Eroson/Sidewalks

Landscaping
Sidewaks
Curbing

Sedl Parking Lot
Eroson

Landscaping

Landscaping
Restripe Parking

Landscaping
Sidewalks (Athens Court)

1450
1450
1450

1450
1450
1450

1450
1450

1450
1450
1450

1450
1450

1450
1450
1450
1450
1450
1450
1450
1450

1450
1450

1450
1450

4,500
2,500
3,100

40,000
5,335
4,500

6,150
20,000

2,740
1,000
2,500

7,965
22,500

5,800
724,330
2,530
11,000
7,000
2,800
75,000
5,075

2,805
8,750

1,925
2,800
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16-1 Robert Mil Manor

16-4 Wraggsboro Homes

16-5 Gadsden Green Home

16-6 Robert Mil Manor
Extension

16-8 Cooper Riv Courts
16-10 Meeting Street
16-15 Scattered Sites

16-6 Scattered Sites

Locks
Reglaze Tubs

Reglaze Tubs
Gutters

Paint Exterior
Rotten Wood
Stair Case
Reglaze Tub

Locks
Reglaze Tub

Gutters

Reglaze Tubs
Window Replacement
Paint Exterior

Screen Doors
Window Replacement

1460
1460

1460
1460
1460
1460
1460
1460

1460
1460

1460
1460
1460
1460

1460
1460

15,000
3,189

1,500
20,000
65,000

111,000
60,000
4,000

12,000
2,000

25,000

2,500
28,548
18,500

5,000
15,000
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16-1 Robert Mil Manor

16-4 Wraggsboro Homes

16-5 Gadsden Green Home

16-6 Robert Mil Manor
Extension

16-8 Cooper Riv Courts
16-9 Edmond Jen
16-10 Meeting Street
16-12 Kiawah Home
16-13 Meeting Street
Gadsden Gr

Wraggs Ext

16-15 Scattered Sites

16-16 Scattered Sites

PHA Wide Offices
Westside Office

550 Mesting

Marion Stroble

562 Mesting

Gadsden Green

Gadsden Green Extension
Robert Mills

Kiawah Homes

Appliances
Appliances
Appliances

Appliances

Appliances
Appliances
Appliances
Appliances

Appliances

Appliances
Appliances

Floor/Carpeting

HVAC Controls

Interior Paint/Air Conditioning

Office Renovation
Lights/Interior Painting
Interior Painting
Blinds, Paint, Lights

Interior Cosmetics

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1465.1

1470

1470

1470

1470

1470

1470

1470

1470

5,500
7,598
10,864

5,088

10,300
2,177
10,401
4,552,

11,952

5,047
3,463

31,775

20,000
3,500
5,765
2,650
1,000
2,850

1,000
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PHA Wide PC Replacement 1475 20,000

Network and Server Upgrades 1475 13,000
Laser Printers 1475 8,000
Software Licenses 1475 20,000
Binding System/Shredder 1475 3,100
Furniture 1475 10,319
TDD’s 1475 1,110
Maintenance Equipment 1475 29,500

Annual Statement
Capital Fund Program (CFP) Part I11: Implementation Schedule

Deve opment All Funds Obligated All Funds Expended
Number/Name (Quarter Ending Date) (Quarter Ending Date)
HA-Wide Activities
PHA Wide 9/30/02 9/30/03
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16-1 Robert Mil 9/30/02 9/30/03
Manor

16-4 Wraggsboro 9/30/02 9/30/03
Homes

16-5 Gadsden Green 9/30/02 9/30/03
Home

16-6 Robert Mil 9/30/02 9/30/03
Manor Extension

16-8 Cooper Riv 9/30/02 9/30/03
Courts

16-9 Edmond Jen 9/30/02 9/30/03
16-10 Meeting Street 9/30/02 9/30/03
16-12 Kiawah Home 9/30/02 9/30/03
16-13 Meeting Street 9/30/02 9/30/03
Gadsden Gr 9/30/02 9/30/03
Wraggs Ext 9/30/02 9/30/03
16-15 Scattered Sites 9/30/02 9/30/03
16-16 Scattered Sites 9/30/02 9/30/03

(2) Optional 5-Year Action Plan

Agencies are encouraged to include a5-Y ear Action Plan covering capital work items. This statement can be
completed by using the 5 Y ear Action Plan table provided in the table library at the end of the PHA Plan
template OR by completing and attaching a properly updated HUD-52834.

a X Yes[_] No: Isthe PHA providing an optiona 5-Year Action Plan for the Capital Fund?
(if no, skip to sub-component 7B)

b. If yesto question a, select one:

[[]  TheCapitd Fund Program 5-Year Action Plan is provided as an attachment to the
PHA Plan a Attachment (State name

_or_

X The Capital Fund Program 5-Y ear Action Plan is provided below: (if selected, copy
the CFP optiond 5 Y ear Action Plan from the Table Library and insert here)
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Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHASs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables
Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development

Units
PHA Wide
Description of Needed Physical Improvementsor Management Improvements | Estimated Planned Start Date
Cost (HA Fiscal Year)
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MIS Manager 76,671 2001
Personnel Coordinator 6,322 2001
V ehicle Replacement 89,550 2001
Professional Development
Administration 12,000 2001
Housing 9,500 2001
Maintenance 7,000 2001
Network Administrator 63,557 2001
Resident Programs 5,000 2001
Occupancy Specialist 30,990 2001
Urban Forestry Specialist 29,751 2001
Management Aid Central 28,676 2001
MIS Manager 81,271 2002
Personnel Coordinator 6,701 2002
V ehicle Replacement 93,400 2002
Professional Development
Administration 12,000 2002
Housing 9,500 2002
Maintenance 7,000 2002
Network Administrator 67,370 2002
Resident Programs 5,000 2002
Occupancy Specialist 32,849 2002
Urban Forestry Specialist 31,536 2002
Management Aid Central 30,397 2002
MIS Manager 86,201 2003
Personnel Coordinator 7,103 2003
V ehicle Replacement 87,000 2003
Professional Development
Administration 12,000 2003
Housing 9,500 2003
Maintenance 7,000 2003
Network Administrator 71412 2003
Resident Programs 5,000 2003
Occupancy Specialist 34,820 2003
Urban Forestry Specialist 33,428 2003
Management Aid Central 32,221 2003
MIS Manager 91,316 2004
Personnel Coordinator 7,529 2004
V ehicle Replacement 77,000 2004
Professional Development
Administration 12,000 2004
Housing 9,500 2004
Maintenance 7,000 2004
Network Administrator 75,679 2004
Resident Programs 5,000 2004
Occupancy Specialist 36,909 2004
Urban Forestry Specialist 35,434 2004
Management Aid Central 34,154 2004
Accountant (50%) FY 2000 Annual Plan Page 39 26477 2001
Mod/Asst. Mod Coordinator 125461 | yup 50072801
Clerical Mod OMB AppZBebN¢: 2577-022601
Capital Fund Training 500 03/31/209001
Telephone and Fax Costs 1,200 2001
3,000 2001

Telephone and TDD Costs

[ o WP UL IO Ry W
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Total estimated cost over next 5years

2,944,564 |

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atablefor any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
SC16P001001 Robert Mills Manor 1 8
Description of Needed Physical mprovementsor Management Egtimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
A&E 35,000 2001
Fences 3,100 2001
Appliances 5,500 2001
Reglaze Tubs 2,000 2001
Repair Interior 50,000 2001
Repair Interior 125,000 2002
Reglaze Tubs 2,000 2002
Appliances 5,500 2002
Appliances 5,500 2003
Repair Interior 150,000 2003
Reglaze Tubs 2,000 2003
Appliances 5,500 2004
Repair Interior 200,000 2004
Print Exterior 54,862 2004
Reglaze Tubs 2,000 2004
Total estimated cost over next 5years 647,962
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Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHASs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development

Units
SC16P001004 Wragg Borough Homes 2 1.6
Description of Needed Physical Improvementsor M anagement Estimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
Reglaze Tubs 1,500 2001
Appliances 7,598 2001
Reglaze Tubs 1,500 2002
Appliances 7,598 2002
Reglaze Tubs 1,500 2003
Appliances 7,598 2003
Showers 150,812 2003
Reglaze Tubs 1,500 2004
Appliances 7,598 2004
Showers 170,000 2004
Total estimated cost over next 5years 357,204

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atablefor any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies

Number (or indicate PHA wide) Vacant in Development
Units

SC16P001005 Gadsden Green Homes 4 24
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Description of Needed Physical mprovementsor Management

Esimated

Planned Start Date

I mprovements Cost (HA Fiscal Year)
Appliances 10,864 2001
Paint Exterior 12,000 2001
Reglaze Tub 4,000 2001
Exterior Repairs 174,982 2001
Appliances 10,864 2002
Reglaze Tub 4,000 2002
Exterior Repairs 212,702 2002
Appliances 10,864 2003
Reglaze Tub 4,000 2003
Showers 218,971 2003
Appliances 10,864 2004
Reglaze Tub 4,000 2004
Showers 178,469 2004
Total estimated cost over next 5 years 856,580

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAS need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
SC16P001006 Robert MillsManor Ext. 1 12
Description of Needed Physical Improvementsor Management Estimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
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Appliances 5,088 2001
Reglaze Tubs 2,000 2001
Appliances 5,088 2002
Reglaze Tubs 2,000 2002
Appliances 5,088 2003
Reglaze Tubs 2,000 2003
Appliances 5,088 2004
Reglaze Tubs 2,000 2004
Paint Exterior 50,000 2004
Total estimated cost over next 5years 78,352

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAS need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies

Number (or indicate PHA wide) Vacant in Development
Units

SC16P001008 Cooper River Court 4 2

Description of Needed Physical Improvementsor Management Egtimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
Appliances 10,300 2001
Appliances 10,300 2002
Showers 145,000 2002
Locks 29,000 2002
Appliances 10,300 2003
Showers 145,000 2003
Appliances 8,000 2004
Showers 145,000 2004
Total estimated cost over next 5years 502,900
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Optional Tablefor 5-Year Action Plan for Capital Fund (Component
7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHASs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables
Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development

Units

SC16P001009 Edmund Jenkins Homes 0 0
Description of Needed Physical Improvementsor M anagement Estimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
Appliances 2177 2001
A&E 20,712 2001
Showers 93,000 2001
Appliances 2177 2002
Retile Floor 50,000 2002
HVAC System 65,000 2002
Paint Exterior 26,004 2002
Paint Interior 35,000 2002
Appliances 2177 2003
HVAC System 65,000 2003
Appliances 2177 2004
Total estimated cost over next 5years 368,424

Optional Tablefor 5-Year Action Plan for Capital Fund (Component
7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHASs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables
Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
SC16P001010 M eseting Street Manor 2 1
Description of Needed Physical Improvementsor M anagement Estimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
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Appliances 10,401 2001
Erosion/Sidewalks 189,000 2001
Reglaze Tubs 2,500 2001
Locks 26,000 2001
Showers 135,000 2001
Appliances 10,401 2002
Showers 135,000 2002
Reglaze Tubs 2,500 2002
Appliances 10,401 2003
Showers 135,000 2003
Reglaze Tubs 2,500 2003
Appliances 10,401 2004
Rewire 100,000 2004
Reglaze Tubs 2,500 2004
Total estimated cost over next 5years 771,604

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.
Copy thistable as many times as necessary. Note: PHAS need not include information from Y ear One of the

5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
SC16P001012 Kiawah Homes 1 17
Description of Needed Physical Improvementsor Management Egtimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
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Closet Doors 3,000 2001
Sidewalks 13,500 2001
A&E 50,000 2001
Appliances 4,552 2001
Showers 150,000 2001
Curbing 25,000 2001
Flooring 75,000 2001
HVAC 55,000 2001
Kitchen Cabinets 30,500 2001
Paint Exterior 65,000 2001
Paint Interior 14,000 2001
Plumbing Interior 15,000 2001
Repair Ceilings 12,000 2001
Closet Doors 3,000 2002
Sidewalks 13,500 2002
Appliances 4,552 2002
Showers 104,000 2002
Curbing 25,000 2002
Flooring 75,000 2002
HVAC 55,000 2002
Kitchen Cabinets 30,500 2002
Paint Exterior 65,000 2002
Paint Interior 14,000 2002
Plumbing Interior 15,000 2002
Repair Ceilings 12,000 2002
Closet Doors 3,000 2003
Appliances 4,552 2003
Showers 150,000 2003
Flooring 75,000 2003
HVAC 55,000 2003
Kitchen Cabinets 30,500 2003
Paint Interior 14,000 2003
Plumbing Interior 15,000 2003
Repair Ceilings 12,000 2003
Reglaze Tubs 5,000 2003
Closet Doors 3,000 2004
Appliances 4,552 2004
Showers 150,000 2004
Flooring 75,000 2004
HVAC 55,000 2004
Kitchen Cabinets 30,500 2004
Paint Interior 14,000 2004
Plumbing Interior 15,000 2004
Repair Ceilings 12,000 2004
Reglaze Tubs 5,000 2004
Total estimated cost over next 5years 1,657,208
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Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHASs need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development

Units
SC16P001013 AB, CO, DO 7 3.8
Description of Needed Physical Improvementsor M anagement Estimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
A&E 5,000 2001
Appliances 11,952 2001
Erosion 60,000 2001
Appliances 11,952 2002
Fencing 15,000 2002
Locks 5,908 2002
Appliances 11,952 2003
Appliances 11,952 2004
Total estimated cost over next 5years 133,716

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAS need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables
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Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development

Units
SC16P001015 Scattered Sites 1 15
Description of Needed Physical mprovements or Management Edtimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
Appliances 5,047 2001
Landscaping 11,500 2001
Locks 8,200 2001
Appliances 5047 2002
Landscaping 2,800 2002
Paint Exterior 40,000 2002
Appliances 5047 2003
Landscaping 1,200 2003
Paint Exterior 75,000 2003
Window Replacement 30,000 2003
Appliances 5047 2004
Landscaping 2,150 2004
Window Replacement 30,000 2004
Total estimated cost over next 5years 221,038

Optional Tablefor 5-Year Action Plan for Capital Fund (Component

7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete
atable for any PHA-wide physical or management improvements planned in the next 5 PHA fiscal year.

Copy thistable as many times as necessary. Note: PHAS need not include information from Y ear One of the
5-Year cycle, because thisinformation isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
SC16P001016 Scattered Sites 0 0
Description of Needed Physical mprovements or Management Edtimated Planned Start Date
I mprovements Cost (HA Fiscal Year)
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Appliances 3,463 2001
Appliances 3,463 2002
Locks 5,800 2002
Paint Exterior 20,000 2002
Appliances 3,463 2003
Appliances 3,463 2004
Total estimated cost over next 5years 39,652

B. HOPE VI and Public Housing Development and Replacement
Activities (Non-Capital Fund)

Applicability of sub-component 7B: All PHAs administering public housing. Identify any approved HOPE
VI and/or public housing development or replacement activities not described in the Capital Fund Program
Annual Statement.

[ ] Yes]X] No: &) Hasthe PHA received a HOPE VI revitdization grant? (if no, skip to
question ¢; if yes, provide responses to question b for each grant,
copying and completing as many times as necessary)

b) Status of HOPE VI revitdization grant (complete one set of questions
for each grant)

1. Development name:
2. Development (project) number:
3. Status of grant: (salect the statement that best describes the current status)
[ ] Revitdization Plan under development
[ ] Revitdization Plan submitted, pending approva
[] Revitdization Plan pproved
[] Activities pursuant to an gpproved Revitalization Plan underway

[ ] Yes]X] No:  c) Doesthe PHA plan to apply for aHOPE VI Revitdization grant in the
Plan year?
If yes, list development name/s below:

[ ] YesIX] No:  d) Will the PHA be engaging in any mixed-finance development activities
for public housing in the Plan year?
If yes, list developments or activities below:
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X] Yes[ ] No: e Will the PHA be conducting any other public housing development or
replacement activities not discussed in the Capita Fund Program
Annua Statement?
If yes, list developments or activities below:
56 new replacement housing units funded by CIAP (916) and proceeds
from digposition of Anson Borough SC00116-3

8. Demolition and Disposition

[24 CFR Part 903.7 9 (h)]
Applicability of component 8: Section 8 only PHAs are not required to compl ete this section.

1.[ ] Yes[X] No:  Doesthe PHA plan to conduct any demoalition or disposition activities
(pursuant to section 18 of the U.S. Housing Act of 1937 (42 U.S.C.
1437p)) inthe plan Fiscd Year? (If “No”, skip to component 9; if
“yes’, complete one activity description for each development.)

2. Activity Description
[ ] Yes[ ] No: Has the PHA provided the activities description information in the

optional Public Housng Asset Management Table? (If “yes’, kip to
component 9. If “No”, complete the Activity Description table below.)

Demolition/Disposition Activity Description

1a Development name:
1b. Development (project) number:

2. Activity type: Demalition [_]
Disposition[_]

3. Application status (select one)
Approved []
Submitted, pending approva []
Planned application [ |

4. Date application gpproved, submitted, or planned for submisson: (DD/MM/YY)

5. Number of units affected:

6. Coverage of action (select one)
[ ] Part of the development

[ ] Tota development

7. Timdinefor activity:
a Actud or projected gart date of activity:
b. Projected end date of activity:
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9. Designation of Public Housing for Occupancy by Elderly Families
or Familieswith Disabilities or Elderly Families and Families with
Disabilities

[24 CFR Part 903.7 9 (i)]

Exemptions from Component 9; Section 8 only PHAs are not required to complete this section.

1.[ ] Yes[X] No: Hasthe PHA designated or applied for approva to designate or does
the PHA plan to gpply to designate any public housing for occupancy
only by the dderly families or only by families with disabilities, or by
elderly families and families with disabilities or will gpply for designation
for occupancy by only dderly families or only families with disabilities,
or by ederly families and families with disabilities as provided by section
7 of the U.S. Housing Act of 1937 (42 U.S.C. 1437e) in the upcoming
fiscd year? (If “No”, skip to component 10. If “yes’, complete one
activity description for each development, unlessthe PHA isdigibleto
complete a streamlined submisson; PHAS completing streamlined
submissions may skip to component 10.)

2. Activity Description

[ ] Yes[ ] No: Has the PHA provided dl required activity description information for
this component in the optional Public Housng Asset Management
Table?If “yes’, skip to component 10. If “No”, complete the Activity
Description table below.

Designation of Public Housing Activity Description

1a Development name:
1b. Development (project) number:

2. Designation type:
Occupancy by only the dderly [ ]
Occupancy by families with disabilities| ]
Occupancy by only ederly families and families with disabilities [ ]

3. Application status (select one)
Approved:; included inthe PHA's Designation Plan []
Submitted, pending approva [ ]
Planned application [ ]

4. Date this designation gpproved, submitted, or planned for submisson: (DD/MM/YY)
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5. If gpproved, will this designation congtitute a (select one)
[ ] New Designation Plan
[ ] Revision of aprevioudy-approved Designation Plan?

6. Number of units affected:

7. Coverage of action (select one)
[ ] Part of the development

[ ] Tota development

10. Conversion of Public Housing to Tenant-Based Assistance

[24 CFR Part 903.7 9 (j)]
Exemptions from Component 10; Section 8 only PHAs are not required to complete this section.

A. Assessments of Reasonable Revitalization Pursuant to section 202 of the HUD FY
1996 HUD Appropriations Act

1.[] YesX] No:  Haveany of the PHA’s developments or portions of developments
been identified by HUD or the PHA as covered under section 202 of
the HUD FY 1996 HUD Appropriations Act? (If “No”, skip to
component 11; if “yes’, complete one activity description for each
identified development, unless digible to complete a streamlined
submisson. PHAs completing streamlined submissons may skip to
component 11.)

2. Activity Description

[ ] Yes[ ] No: Has the PHA provided dl required activity description information for
this component in the optional Public Housng Asset Management
Table?If “yes’, skip to component 11. If “Nao”, complete the Activity
Description table below.

Conversion of Public Housing Activity Description

la Development name:
1b. Development (project) number:

2. What is the status of the required assessment?
[ ] Assessment underway
[ ] Assessment results submitted to HUD
[ ] Assessment results approved by HUD (if marked, proceed to next question)
[ ] Other (explain below)
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3.[] Yes[] No: IsaConversion Plan required? (If yes, go to block 4; if no, go to
block 5.)

4. Status of Conversion Plan (salect the statement that best describes the current status)
[ ] Converson Plan in development
[] Conversion Plan submitted to HUD on: (DD/MM/YYYY)
[ ] Conversion Plan gpproved by HUD on: (DD/MM/YYYY)
[ ] Activities pursuant to HUD-approved Conversion Plan underway

5. Description of how requirements of Section 202 are being satisfied by means other than
converson (select one)
[ ] Unitsaddressed in apending or approved demoalition application (date
submitted or gpproved:
[ ] Units addressed in a pending or approved HOPE VI demolition application
(date submitted or gpproved: )
[ ] Units addressed in a pending or approved HOPE V| Revitdization Plan (date
submitted or gpproved: )
[ ] Requirements no longer applicable: vacancy rates are less than 10 percent
[ ] Requirements no longer applicable: site now has less than 300 units
[ ] Other: (describe below)

B. Reserved for Conversions pursuant to Section 22 of the U.S. Housing Act of 1937

C. Reserved for Conversions pursuant to Section 33 of the U.S. Housing Act of 1937

11. Homeowner ship Programs Administered by the PHA
[24 CFR Part 903.7 9 (K)]

A. PublicHousing
Exemptions from Component 11A: Section 8 only PHAs are not required to complete 11A.

1.[] YesX] No:  Doesthe PHA administer any homeownership programs administered
by the PHA under an approved section 5(h) homeownership program
(42 U.S.C. 1437c(h)), or an approved HOPE | program (42 U.S.C.
1437aaa) or has the PHA applied or plan to apply to administer any
homeownership programs under section 5(h), the HOPE | program, or
section 32 of the U.S. Housing Act of 1937 (42 U.S.C. 1437z-4). (If
“No”, skip to component 11B; if “yes’, complete one activity
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description for each gpplicable program/plan, unless digible to complete
asreamlined submission dueto small PHA or high performing PHA
datus. PHAS completing streamlined submissions may skip to
component 11B.)

2. Activity Description

[ ] Yes[ ] No: Has the PHA provided al required activity description information for
this component in the optional Public Housing Asset Management
Table? (If “yes’, skip to component 12. If “No”, complete the Activity
Description table below.)

Public Housing Homeowner ship Activity Description
(Complete onefor each development affected)

la. Development name:
1b. Development (project) number:

2. Federd Program authority:
[ ] HOPE I
[] 5(h
[ ] Turnkey Il
[ ] Section 32 of the USHA of 1937 (effective 10/1/99)

3. Application status: (select one)
[] Approved; included in the PHA’s Homeownership Plar/Program
[ ] Submitted, pending approva
[ ] Planned application

4. Date Homeownership Plar/Program approved, submitted, or planned for submission:
(DD/IMM/YYYY)

5. Number of units affected:

6. Coverage of action: (select one)
[ ] Part of the development

[ ] Tota development

B. Section 8 Tenant Based Assistance

1.[] YesX] No:  Doesthe PHA plan to administer a Section 8 Homeownership program
pursuant to Section 8(y) of the U.SH.A. of 1937, asimplemented by
24 CFR part 982 ? (If “No”, skip to component 12; if “yes’, describe
each program using the table below (copy and complete questions for
esch program identified), unlessthe PHA is digible to complete a
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streamlined submisson due to high performer satus.  High
performing PHAs may skip to component 12.)

2. Program Description:

a. Sizeof Program
[ ] Yes[ ] No: Will the PHA limit the number of families participating in the section 8
homeownership option?

If the answer to the question above was yes, which statement best describes the number
of participants? (sdect one)

[]  25o0rfewer paticipants

[]  26-50participants

[] 51to100 paticipants

[[]  morethan 100 participants

b. PHA-established digihility criteria

[ ] Yes[] No: Will the PHA's program have digibility criteria for participation in its Section
8 Homeownership Option program in addition to HUD criteria?
If yes, lig criteria below:

12. PHA Community Service and Self-sufficiency Programs

[24 CFR Part 903.7 9 ()]

Exemptions from Component 12: High performing and small PHAs are not required to complete this
component. Section 8-Only PHASs are not required to compl ete sub-component C.

A. PHA Coordination with the Welfare (TANF) Agency

1. Cooperdative agreements:.

[] Yes[ ] No: Hasthe PHA has entered into a cooperative agreement with the TANF
Agency, to share information and/or target supportive services (as
contemplated by section 12(d)(7) of the Housing Act of 1937)?

If yes, what was the date that agreement was sgned? DD/MM/YY

2. Other coordination efforts between the PHA and TANF agency (sdlect dl that apply)

[] Clientrferrds

] Informeation sharing regarding mutud clients (for rent determinations and otherwise)

[] Coordinate the provison of specific socid and sdf-sufficiency services and programsto
digible families
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Other (describe)

Jointly administer programs
Partner to administer aHUD Welfare-to-Work voucher program
Joint adminigtration of other demonstration program

B. Servicesand programs offered to resdents and participants

(1) General

a Sdf-Sufficency Policies
Which, if any of the following discretionary policieswill the PHA employ to enhance the
economic and socid sdf-aufficiency of asssted families in the following areas? (sdect dll

thet apply)

N [ O [

Public housing rent determination policies
Public housng admissons policies
Section 8 admissions palicies

Preference in admission to section 8 for certain public housing families
Preferences for families working or engaging in training or education programs
for non-housing programs operated or coordinated by the PHA
Preference/digibility for public housing homeownership option participation
Preference/digibility for section 8 homeownership option participation
Other policies (list below)

b. Economic and Socid sdlf-sufficiency programs

[] Yes[ ] No:

Doesthe PHA coordinate, promote or provide any programs to
enhance the economic and socid sdlf-sufficiency of residents? (If
“yes’, complete the following table; if “no” skip to sub-component
2, Family Sdf Sufficiency Programs. The position of the table may
be atered to facilitate itsuse. )

Servicesand Programs

Program Name & Description

(including location, if appropriate)

Estimated
Sze

Allocation
Method

(waiting
list/random
selection/specific
criteria/other)

Access

(development office/
PHA main office/ other
provider name)

Eligibility

(public housing or
section 8
participants or
both)
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(2) Family Sdf Sufficiency program/s

a Parti

cipation Description

Family Self Sufficiency (FSS) Participation

Program

Required Number of Participants | Actual Number of Participants
(start of FY 2000 Estimate) (Asof: DD/IMM/YY)

Public Housing

Section 8

b.[] Yes[_] No: If thePHA isnot maintaining the minimum program size required by

HUD, does the most recent FSS Action Plan address the steps the
PHA plansto take to achieve a least the minimum program size?
If no, list steps the PHA will take below:

C. WdfareBenefit Reductions

1. The

PHA is complying with the statutory requirements of section 12(d) of the U.S. Housing

Act of 1937 (relaing to the treetment of income changes resulting from welfare program
requirements) by: (sdect dl that apply)

| e |

Adopting appropriate changes to the PHA’s public housing rent determination policies
and train gaff to carry out those policies

Informing residents of new policy on admisson and reexamination

Actively notifying residents of new policy at timesin addition to admisson and
reexamination.

Establishing or pursuing a cooperative agreement with al gppropriate TANF agencies
regarding the exchange of information and coordination of services

Egtablishing a protocol for exchange of information with al gppropriate TANF agencies
Other: (list below)
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D. Reserved for Community Service Requirement pursuant to section 12(c) of the
U.S. Housing Act of 1937

13. PHA Safety and Crime Prevention M easures

[24 CFR Part 903.7 9 (m)]

Exemptions from Component 13: High performing and small PHASs not participating in PHDEP and Section 8
Only PHAs may skip to component 15. High Performing and small PHAs that are participating in PHDEP
and are submitting a PHDEP Plan with this PHA Plan may skip to sub-component D.

A. Need for measuresto ensurethe safety of public housing residents

1. Describe the need for measures to ensure the safety of public housing residents (select dll
that apply)
High incidence of violent and/or drug-related crime in some or dl of the PHA's
developments
High incidence of violent and/or drug-related crime in the areas surrounding or adjacent
to the PHA's developments
Resdents fearful for their safety and/or the safety of their children
Observed lower-leve crime, vandalism and/or graffiti
People on waiting list unwilling to move into one or more developments due to
perceived and/or actua levels of violent and/or drug-related crime
Other (describe below)

O Doo O

2. What information or data did the PHA used to determine the need for PHA actions to
improve safety of resdents (select dl that apply).

Safety and security survey of resdents

Andydsisof crime gatistics over time for crimes committed “in and around” public
housing authority

Anadyss of cogt trends over time for repair of vandaism and remova of graffiti
Resident reports

PHA employee reports

Police reports

Demondirable, quantifiable success with previous or ongoing anticrime/anti drug
programs

Other (describe below)

N [ [ A

3. Which developments are most affected? (list below)
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B. Crimeand Drug Prevention activitiesthe PHA hasundertaken or plansto
undertakein the next PHA fiscal year

1. Ligt the crime prevention activities the PHA has undertaken or plans to undertake: (sdlect dl
that apply)

Contracting with outsde and/or resdent organizations for the provision of crime- and/or
drug-prevention activities

Crime Prevention Through Environmenta Design

Activities targeted to at-risk youth, adults, or seniors

Volunteer Resdent Patrol/Block Watchers Program

Other (describe below)

.

2. Which developments are most affected? (list below)

C. Coordination between PHA and the police

1. Describe the coordination between the PHA and the appropriate police precincts for
carrying out crime prevention measures and activities: (sdect dl that apply)

[] Police involvement in devel opment, implementation, and/or ongoing evauation of drug-
dimination plan

[] Police provide crime data to housing authority staff for analysis and action

[] Police have established a physica presence on housing authority property (e.g.,
community policing office, officer in resdence)

[] Police regularly testify in and otherwise support eviction cases

[] Police regularly meet with the PHA management and residents

[] Agreement between PHA and locd law enforcement agency for provison of above-
basdline law enforcement services

[] Other activities (list below)

2. Which developments are most affected? (list below)

D. Additional information asrequired by PHDEP/PHDEP Plan
PHAs€ligible for FY 2000 PHDEP funds must provide a PHDEP Plan meeting specified requirements prior to
receipt of PHDEP funds.

X Yes[] No: Isthe PHA dligibleto participate in the PHDEP in the fiscal year covered by
this PHA Plan?
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X] Yes[ ] No: Hasthe PHA included the PHDEP Plan for FY 2000 in this PHA Plan?
X Yes[ ] No: ThisPHDEP Plan is an Attachment. (Attachment Filename: SC001b01)

14. RESERVED FOR PET POLICY

[24 CFR Part 903.7 9 (n)]

15. Civil Rights Certifications
[24 CFR Part 903.7 9 (0)]

Civil rights certifications are included in the PHA Plan Certifications of Compliance with the
PHA Plans and Rdlated Regulations.

16. Fiscal Audit
[24 CFR Part 903.7 9 (p)]

1.[X] Yes[] No: Isthe PHA required to have an audit conducted under section
5(h)(2) of the U.S. Housing Act of 1937 (42 U S.C. 1437c(h))?
(If no, skip to component 17.)
2.X] Yes[ ] No: Wasthe most recent fisca audit submitted to HUD?
3.X] Yes[ ] No: Werethere any findings as the result of that audit?
4.[ ] Yes[X] No:  If therewere any findings, do any remain unresolved?
If yes, how many unresolved findingsremain?
5. ] Yes[_] No:  Have responsesto any unresolved findings been submitted to HUD?
If not, when are they due (State below)?

17. PHA Asset M anagement
[24 CFR Part 903.7 9 ()]

Exemptions from component 17: Section 8 Only PHASs are not required to compl ete this component. High
performing and small PHASs are not required to compl ete this component.

1.[] Yes[] No: Isthe PHA engaging in any activities that will contribute to the long-term
asset management of its public housing stock , including how the Agency
will plan for long-term operating, capita investment, rehabilitation,
modernization, disposition, and other needs that have not been
addressed e sewhere in this PHA Plan?

2. Wha types of assat management activities will the PHA undertake? (select dl that gpply)
[]  Notapplicable
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Private management
Devel opment-based accounting

Comprehengive stock assessment
Other: (list below)

3.[] Yes[] No: Hasthe PHA included descriptions of asset management activitiesin the

optional Public Housng Asset Management Table?

18. Other Information

[24 CFR Part 903.7 9 (1)]

A. Resdent Advisory Board Recommendations

1.[X] Yes[] No: Did the PHA receive any comments on the PHA Plan from the Resident

Advisory Board/s?

2. If yes, the comments are; (if comments were received, the PHA M UST sdlect one)

]

X

Attached at Attachment (File name)

Provided below:

Isacopy of the revised 5-year plan available to the residents?

Is there arequired percent of handicapped units in subsidized housing?

Is there arequired percent of handicapped units for Section 8?

Is handicapped parking in the 5-year plan?

What programs are available for young people not on the Honor Roll or are problem
children?

Do you haveto live in your place for five years to qudify for the HUD program?

If you move out of public housing can you il qudify for the HUD program?
Accessibility — Residents suggested that the Housing Authority include a long-range plan
for handicapped persons.

3. Inwhat manner did the PHA address those comments? (select dl that apply)

X
[]

]

Consdered comments, but determined that no changes to the PHA Plan were

necessary.
The PHA changed portions of the PHA Plan in response to comments
List changes below:

Other: (list below)

B. Description of Election processfor Resdents on the PHA Board
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1.[] Yes[X] No: Does the PHA meet the exemption criteria provided section 2(b)(2)

of the U.S. Housing Act of 19377 (If no, continue to question 2; if
yes, skip to sub-component C.)

2.[] Yes[X] No: Was the resident who serves on the PHA Board dected by the

resdents? (If yes, continue to question 3; if no, skip to sub-
component C.)

3. Description of Resident Election Process

a Nomination of candidates for place on the bdlot: (sdect al that apply)

L]
L]
L]
[]

Candidates were nominated by resdent and asssted family organizations

Candidates could be nominated by any adult recipient of PHA assstance
Sdf-nomination: Candidates registered with the PHA and requested a place on ballot
Other: (describe)

b. Eligible candidates. (select one)

Any recipient of PHA assstance

Any head of household receiving PHA assstance

Any adult recipient of PHA assstance

Any adult member of aresident or assisted family organization
Other (ligt)

c. Eligible voters (sdect dl that apply)

[]
L]
[]

All adult recipients of PHA ass stance (public housing and section 8 tenant-based
assistance)

Representatives of dl PHA resdent and asssted family organizations

Other (lit)

C. Statement of Consistency with the Consolidated Plan
For each applicable Consolidated Plan, make the following statement (copy questions as many times as
necessary).

1. Consolidated Plan jurisdiction: City of Charleston, SC

2. The PHA has taken the following steps to ensure consstency of this PHA Plan with the

Consolidated Plan for the jurisdiction: (select dl that apply)
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]

The PHA has based its statement of needs of familiesin the jurisdiction on the needs
expressed in the Consolidated Plarys.

The PHA has participated in any consultation process organized and offered by the
Consolidated Plan agency in the development of the Consolidated Plan.

The PHA has consulted with the Consolidated Plan agency during the development of
this PHA Plan.

Activities to be undertaken by the PHA in the coming year are consstent with the
initiatives contained in the Consolidated Plan. (list below)

Other: (list below)

4. The Consolidated Plan of the jurisdiction supports the PHA Plan with the following actions

and commitments. (describe below)

D. Other Information Required by HUD

Use this section to provide any additional information requested by HUD.
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Attachments

Use this section to provide any additional attachments referenced in the Plans.
1 Admissions and Continued Occupancy Policy - sc001a01

2. PHDEP Template - sc001b01

3. Section 8 Administrative Plan - sc001c01

4. Definition of Subgtantia Deviation - sc001d01
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ADMISSIONSAND CONTINUED OCCUPANCY POLICY

This Admissons and Continued Occupancy Policy defines the XY-Z—Heousng—AuthertyHoudng
Authority of the City of Charleston's policies for the operation for the Public Housng Program,

incorporating Federd, State and local law. If there is any conflict between this policy and laws or
regulations, the laws and regulaions will prevall.

1.0 FAIRHOUSING

Itisthe palicy of the X¥-Z Heusng-AutherityHousng Authority of the City of Charleston to fully
comply with dl Federd, State and local nondiscrimination laws, the Americans with Disabilities

Act; and the U. S. Department of Housing and Urban Devel opment regulations governing Fair

Housing and Equa Opportunity. The X~¥-Z-Heusing-AutherityHousing Authority of the City of
Chalegton shdl affirmativdy further fair housng in the adminidration of its public housng

program.

No person shdl, on the grounds of race, color, sex, religion, nationa or ethnic origin, familia
satus, or disability be excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination under the X¥-Z-Housng-AutherityHousng Authority of the City of
Charleston's programs.

To further its commitment to full compliance with gpplicable Civil Rights laws, the X¥-Z-Heushg
AutherityHousing Authority of the City of Charleston will provide Federa/State/loca
information to gpplicantstenants of the Public Housing Program regarding discrimination and
any recourse avalable to them if they believe they may be victims of discrimination. Such
information will be made avalable with the gpplication, and al agpplicable Far Housng
Information and Discrimination Complaint Forms will be made available a the X ¥-Z-Heusng
AutherityHousng Authority of the City of Charleston office. In addition, dl written information
and advertisements will contain the gppropriate Equal Opportunity language and logo.

The X¥-Z-Heousing-AutherityHousng Authority of the City of Charleston will assgt any family
that believes they have auffered illegd discrimination by providing them copies of the
gopropriate housing discrimination forms. The X¥-Z-Heusng-AutherityHousng Authority of the
City of Charleston will dso asss them in completing the forms if requested, and will provide
them with the address of the nearest HUD office of Fair Housing and Equal Opportunity.

20 REASONABLE ACCOMMODATION

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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Sometimes people with disabilities may need a reasonable accommodation in order to take full
advantage of the X~¥Z-Heusng-AutherityHousng Authority of the City of Charleston housng
programs and related services. When such accommodations are granted, they do not confer
gpecid trestment or advantage for the person with a disability; rather, they make the program
accessble to them in a way that would otherwise not be possible due to their disability. This
policy clarifies how people can request accommodations and the guidelines the X¥-Z-Heusing
AdtherityHousng Authority of the City of Charleston will follow in determining whether it is
reasonable to provide a requested accommodation. Because disabilities are not dways

apparent, the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston will ensure
that all applicantstenants are aware of the opportunity to request reasonable accommodations.

21 COMMUNICATION
Anyone requesting an gpplication will aso receive a Request for Reasonable Accommodation
form.
Notifications of reexamination, ingpection, appointment, or eviction will include information
about requesting a reasonable accommodation. Any notification requesting action by the tenant
will include information about requesting a reasonable accommodation.
All decisons granting or denying requests for reasonable accommodations will be in writing.
22 QUESTIONSTO ASK IN GRANTING THE ACCOMMODATION
A. Is the requestor a person with disabilities? For this purpose the definition of person with
disghilities is different than the definition used for admisson. The Fair Housing definition
used for this purposeis.
A person with a physcd or mentd impairment that substantidly limits
one or more mgor life activities, has a record of such an impairment, or
is regarded as having such an imparment. (The disability may not be
apparent to others, i.e., a heart condition).
If the disability is apparent or dready documented, the answer to this question is yes. It
is possible that the disability for which the accommodetion is being requested is a
disbility other than the gpparent disability. If the disability is not gpparent or
documented, the X¥-Z-Heushg-AudtherityHousng Authority of the City of Charleston
will obtain verification that the person is a person with a disability.
Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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B. Is the requested accommodation related to the disability? If it is apparent that the
request is related to the apparent or documented disability, the answer to this question is

yes. If it is not apparent, the X¥-Z-Heushg-AudtherityHousng Authority of the City of
Charleston will obtain documentation that the requested accommodation is needed due

to the disability. The X¥ZHeusng—AdthertyHousng Authority of the City of
Charleston will not inquire as to the nature of the disability.

C. Is the requested accommodation reasonable? In order to be determined reasonable, the
accommodation must meset two criteria

7. 1 Would the accommodeation conditute a fundamenta dteration? The
XN¥-Z - Housing-AdtherityHousng Authority of the City of Charleston's business
is housing. If the request would dter the fundamental business that the X¥-Z
Heusng-AutherityHousing Authority of the City of Charleston conducts, that

would not be reasonable. For instance, the X¥-Z-Heusng-AuthertyHousng
Authority of the City of Charleston would deny a request to have the X¥-Z

Housing-AutherityHousng Authority of the City of Charleton do grocery
shopping for a person with disabilities.

0. 2. Would the requested accommodeation create an undue financid hardship
or adminigrative burden? Frequently the requested accommodation costs little
or nothing. If the cos would be an undue burden, the X¥-Z—Heusng
AdtherityHoudng Authority of the City of Charleston may request a meeting
with theindividud to investigate and consder equaly effective dternatives.

D. Generdly the individua knows best whet it is they need; however, the X ¥-Z-Heushg
AutherityHousing Authority of the City of Charleston retains the right to be shown how
the requested accommodation enables the individua to access or use the X~¥-Z-Heusng
AutherityHousing Authority of the City of Charleston's programs or services.

If more than one accommodation is equaly effective in providing access to the X¥-Z
Heusng-AutherityHousing Authority of the City of Charleston’s programs and services,

the X~¥-ZHoushg-AutherityHousng Authority of the City of Charleston retains the right
to select the most efficient or economic choice.

7. The cost necessary to carry out gpproved requests, including requests for physica

modifications, will be borne by the X~¥-Z-Housng-AutherityHousng Authority of the
City of Charleston if there is no one ese willing to pay for the modifications. If another

party pays for the modification, the X¥-Z-Heusng-AutherityHousng Authority of the
City of Charleston will seek to have the same entity pay for any restoration costs.
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3.0

4.0

5.0

7. If the tenant requests as a reasonable accommodation that they be permitted to make

physca modifications a their own expense, the XY-ZHeusng—-AdtherityHousng
Authority of the City of Charleston will generaly approve such request if it does not

violate codes or affect the structura integrity of the unit.

Any request for an accommodation that would enable a tenant to materidly violate
essentia lease terms will not be approved, i.e. dlowing nonpayment of rent, destruction
of property, disturbing the peaceful enjoyment of others, etc.

SERVICES FOR NON-ENGLISH SPEAKING APPLICANTS
AND RESIDENTS

The XX¥-Z-Housng-AutherityHousng Authority of the City of Charleston will endeavor to have
bilingua staff or access to people who speak languages other than English.

FAMILY OUTREACH

The X ¥-Z-Housng-AdtherityHousng Authority of the City of Charleston will publicize the
availability and nature of the Public Housing Program for extremedy low-income, very low and

low-income families in a newspaper of generd circulaion, minority media, and by other suitable
means.

To reach people who cannot or do not read the newspapers, the X¥-Z—Heushg
AdtherityHoudang Authority of the City of Charleston will digtribute fact sheets to the
broadcasting media and initiate persond contacts with members of the news media and

community service personnd. The X¥-Z-Heusng-AdthertyHousng Authority of the City of
Charleston will dso try to utilize public service announcements.

The X¥-Z Heusng-AutherityHousng Authority of the City of Charleson will communicate the
datus of housng availability to other service providers in the community and inform them of
housing digibility factors and guiddlines so they can make proper referrds for the Public
Housing Program.

RIGHT TO PRIVACY

All adult members of both applicant and tenant households are required to sgn HUD Form
9886, Authorization for Release of Information and Privacy Act Notice. The Authorization for
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Rdease of Information and Privacy Act Notice gates how family information will be released
and includes the Federd Privacy Act Statement.

Any request for applicant or tenant information will not be released unless there is a signed
release of information request from the applicant or tenant.

6.0 REQUIRED POSTINGS

In each of its offices, the X¥-Z-Heusng-AudtherityHousng Authority of the City of Charleston |
will pogt, in a conspicuous place and at a height easily read by al persons including persons with
mohility disabilities, the following information:

A. Statement of Policies and Procedures governing Admission and Continued Occupancy

B. Notice of the satus of the waiting list (opened or closed)

C. A ligting of al the developments by name, address, number of units, units designed with
gpecia accommodations, address of al project offices, office hours, telephone numbers,
TDD numbers, and Resident Facilities and operation hours

D. Income Limits for Admisson

E Excess Utility Charges

F. Utility Allowance Schedule

G. Current Schedule of Routine Maintenance Charges

H. Dwdling Lease

l. Grievance Procedure

J. Fair Housing Poster

K. Equa Opportunity in Employment Poster

L. Any current XYZ Housing-AutherityHousing Authority of the City of Charleston |
Notices

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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7.0 TAKING APPLICATIONS

Families wishing to apply for the Public Housing Program will be required to complete an
gpplication for housing assistance. Applications will be accepted during regular business hours
at:

Housng Authority of the City of CharletonFil—out—the-address—where
licati :

505 Meeting Street

Charleston, SC 29403

Applications are taken to compile a waiting list. Due to the demand for housing in the X¥-Z
Hoeusng-AutherityHousng Authority of the City of Charleston jurisdiction, the X¥-Z-Heusng
AutherityHousing Authority of the City of Charleston may take applications on an open
enrollment basis, depending on the length of the waiting list.

Completed agpplications will be accepted for al gpplicants and the X¥-Z—Heusng
AbmhentyHousng Authorlty of the City of Charleston will verlfy the information.

The compl ded appllcatl on WI|| be dated and the time recorded—stamped upon its acceptance of
returato the X¥-Z-Heousng-AutherityHousing Authority of the City of Charleston.

Persons with disabilities who require a reasonable accommodation in completing an gpplication
may cdl the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston to make
gpecid arangements. A Tedecommunication Device for the Deaf (TDD) is availgble for the
deaf. The TDD telephone number is (843) 720-3685.

(nsertthetdephonenumber):

The agpplication process will involve two phases. The first phase is the initid application for
housing assstance or the pre-gpplication. The pre-gpplication requires the family to provide
limited basic information establishing any preferences to which they may be entitled. This first
phase results in the family’ s placement on the waiting list.

Upon receipt of the family's pre-application, the X~¥-Z-Heusng-AutherityHousng Authority of
the City of Charlegon will make a prdiminary determingtion of digibility. The X¥-ZHeushg
AutherityHousing Authority of the City of Charleston will notify the family in writing of the date
and time of placement on the waiting list, and the approximate wait before housng may be
offered. If the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston determines |
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the family to be indigible, the notice will Sate the reasons therefore and will offer the family the
opportunity of an informa review of the determination.

The applicant may at any time report changesin their applicant satus including changesin family
composition, income, or preference factors. The X¥-Z-Heushg-AudtherityHousng Authority of
the City of Charleston will annotate the applicant’ s file and will update their place on the waiting
ligt. Confirmation of the changes will be confirmed with the family in writing.

The second phase is the fina determination of digibility, referred to as the full gpplication. The
full gpplication takes place when the family nears the top of the waiting list. The X¥-Z-Heushg
AdtherityHousng Authority of the City of Charleston will ensure tha verification of dl
preferences, digibility, suitability and sdlection factors are current in order to determine the
family’sfind digibility for admisson into the Public Housng Program.

ELIGIBILITY FOR ADMISSION
INTRODUCTION

There are five digibility requirements for admisson to public housng: qudifies as a
family, has an income within the income limits medts dtizenship/digible immigrant criteria,
provides documentation of Socid Security numbers, and sSigns consent authorization documents.
In addition to the digibility criteria, families must dso meet the X ¥-Z-Housing-AutherityHousng
Authority of the City of Charleston screening criteriain order to be admitted to public housing.

ELIGIBILITY CRITERIA

8.2
7.
8. A Family Status
1 A family with or without children Such a family is defined as a group of
people related by blood, marriage, adoption or by act of law -afinity-thet live
together in atable family raionship.
1 a Children temporarily absent from the home due to placement in
foster care are consdered family members.
2.
b. Unborn children and children in the process of being adopted are
consdered family members for the purpose of determining bedroom
Sze but are not consdered family members for determining income limit.
1 2 Anéederly family, whichis
Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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a A family whose head, spouse, or sole member is a person who is at
least 62 years of age;

b. Two or more persons who are at least 62 years of age living together;
or

C. One or more persons who are at least 62 years of age living with one or
more live-in aides.

3. A near-elderly family, whichis

a A family whose head, spouse, or sole member is a person who is a
least 50 years of age but below the age of 62;

b. Two or more persons, who are at least 50 years of age but below the
age of 62, living together; or

C. One or more persons, who are a least 50 years of age but below the
age of 62, living with one or more live-in aides.

4. A disabled family, whichis
a A family whose head, spouse, or sole member is a person with
disshilities,
b. Two or more persons with disabilities living together; or

C. One or more persons with disabilities living with
one or more live-in aides.

d. For purposes of qudifying for low-income
housing, does not include a person whose disahility is based solely on
any drug or acohol dependence.

1. 5. A displaced family, which is afamily in which eech member, or whose
sole member, has been dislaced by governmentd action, or whose dwelling
has been extensively damaged or destroyed as a result of a disaster declared or
otherwise formaly recognized pursuant to Federd disagter relief laws.
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6. A remaining member of a tenant family.

1 7. A single person who is not an ederly or displaced person, a person
with disabilities, or the remaining member of atenant family.

7. B. Income Eligibility

1. 1. To be digible for admisson to developments or scattered-site units, the
family's annua income mugt be within the low-income limit st by HUD. This
means the family income cannot exceed 80 percent of the median income for
the area.

1 2. Income limits gpply only a admisson and are not goplicable for
continued occupancy.

1. 3. A family may not be admitted to the public housng program from
another asssted housing program (e.g., tenant-based Section 8) or from a
public housing program operated by another housing authority without meeting

the income requirements of the X~¥-Z-Heusng-AutherityHousng Authority of the
City of Charleston.

3. 4, If the X¥-Z—Heousng—AuthertyHousng Authority of the City of
Charleston acquires a property for federal public housing purposes, the families

living there must have incomes within the low-income limit in order to be digible
to remain as public housing tenants.

5. Income limit redtrictions do not gpply to families transferring
within our Public Housing Program.

7. The X¥-Z-Heusng-AudtherityHousing Authority of the City of
Charleston may dlow police officers who would not otherwise be digible for

occupancy in public housing to resde in a public housng dwelling unit. Such
occupancy must be needed to increase security for public housing residents.
Their rent shdl at Ieast equd the cost of operatl ng the publlc hous ng unlt
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7. C.  Citizenship/Eigibility Satus

1 To be digible each member of the family must be a citizen, ndtiond, or a
noncitizen who has digible immigraion satus under one of the categories set
forth in Section 214 of the Housng and Community Development Act of 1980
(see 42 U.S.C. 1436a(a)).

2. Family digibility for assstance.

1. a A family shdl not be digible for assstance unless every member
of the family resding in the unit is determined to have digible satus, with
the exception noted below.

b. Despite the indigibility of one or more family members, a mixed family
may be digible for one of three types of assistance (See Section 13.6
for cdculating rents under the noncitizen rule).

C. A family without any digible members and receiving assstance on June
19, 1995 may be digible for temporary deferral of termination of
assigtance.

7. D. Socia Security Number Documentation

To be digible, dl family members 6 years of age and older must provide a Socid
Security number or certify that they do not have one.

7. E Sgning Consent Forms

3. In order to be digible, each member of the family who is at least 18 years of
age, and each family head and spouse regardless of age, shall sign one or more
consent forms.

2. The consent form mugt contain, & a minimum, the following:

a A provison authorizing HUD or the X¥-Z-Heusng-AuthertyHousng
Authority of the City of Charleton to obtan from State Wage
Information Collection Agencies (SWICAS) any information or
materids necessary to complete or verify the agpplication for
participation or for digibility for continued occupancy;

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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b. A provison authorizing HUD or the X¥-Z-Heusng-AuthertyHousng
Authority of the City of Charleston to verify with previous or current
employers income information pertinent to the family’s digibility for or
level of assistance;

C. A provison authorizing HUD to request income information from the
IRS and the SSA for the sole purpose of verifying income information
pertinent to the family’s digibility or leve of benefits and

d. A staement that the authorization to release the information requested
by the consent form expires 15 months after the date the consent form
issgned.

83  SUITABILITY
1.

8. A. Applicant families will be evauated to determine whether, based on their recent
behavior, such behavior could reasonably be expected to result in noncompliance with
the public housing lease. The X¥-ZHeusng-AudthertyHousng Authority of the City of
Charleston will ook at past conduct as an indicator of future conduct. Emphasis will be
placed on whether a family's admisson could reasonably be expected to have a
detrimentd effect on the development environment, other tenants, XY-Z—Heushg
AutherityHousing Authority of the City of Charleston employees, or other people
resding in the immediate vicinity of the property. Otherwise digible families will be
denied admission if they fail to meet the suitability criteria.

7. B. The X¥-Z-Heusng-AudtherityHousng Authority of the City of Charleston will
consder objective and reasonable aspects of the family's background, including the

following:

»

1. Higtory of meeting financid obligations, especidly rent;

6. 2. Ability to maintain (or with assstance would have the ability to maintain)
their housing in a decent and safe condition based on living or housekeeping
habits and whether such habits could adversdly affect the hedth, safety, or
welfare of other tenants;

4, 3. Higtory of crimind activity by any household member involving crimes
of physical violence againgt persons or property and any other crimind activity
incdluding drug-rdated crimind activity tha would adversdy affect the hedth,
safety, or well being of other tenants or staff or cause damage to the property;
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4, 3. Higtory of disturbing neighbors or destruction of property;

4, 4, Having committed fraud in connection with any Federd housing
assgance program, including the intentiond misrepresentation of information
related to their housing application or benefits derived there from; and

4, 5. Higtory of abusing dcohal in a way that may interfere with the hedith,
safety, or right to peaceful enjoyment by others.

C. The X¥-Z-Heousng-AudthertyHousng Authority of the City of Charleston will ask
gpplicants to provide information demongtrating their ability to comply with the essentia

elements of the lease. The X¥-Z-Heusng-AudtherityHousng Authority of the City of
Charleston will verify the information provided. Such verification may include but may
not be limited to the following:

»

1 A credit check of the head, spouse and co-head;

6. 2. A rentd higtory check of dl adult family members

7.

8. 3. A crimind background check on dl aduit-household members 13 years
of age or older, induding live-in aides. Thls check will be madethrough Stobeor

dqeeltheugbrthe FBI s Nati ond Cr| me I nformatl on Center (NCI C)

10. 4, A home visgt. The home vist provides the opportunity for the family to
demondrate their ability to maintain their home in a safe and sanitary manner.
This ingpection consders cleanliness and care of rooms, appliances, and
gppurtenances. The ingpection may aso consder any evidence of crimind
activity; and

11.

12. 5. A check of the State's lifetime sex offender regigtration program for
each adult household member, including live-in aides. No individud registered
with this program will be admitted to public housing.

84 GROUNDSFOR DENIAL
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The X¥.Z Housing-AutherityHousing Authority of the City of Charleston is not required or |
obligated to assist applicants who:

A. Do not meet any one or more of the digibility criterig
B. Do not supply information or documentation required by the gpplication process,

C. Have failed to respond to a written request for information or a request to declare their
continued interest in the program;

D. Have a higtory of not meeting financia obligations, especidly rent;

E Do not have the ability to maintain (with assstance) their housing in a decent and safe
condition where such habits could adversely affect the hedlth, safety, or welfare of other
tenants,

F. Have ahigory of crimind activity by any household member involving crimes of physicd
violence agangt persons or property and any other crimind activity including drug-
related crimind activity that would adversdy affect the hedth, safety, or well being of
other tenants or staff or cause damage to the property;

G. Have a higtory of disturbing neighbors or destruction of property;

H. Currently owes rent or other amounts to any housing authority in connection with their
public housing or Section 8 programs,

Have committed fraud, bribery or any other corruption in connection with any Federd
housing assstance program, including the intentiond misrepresentation of information
related to their housing gpplication or benefits derived there from;

J. Were evicted from asssted housing within three years of the projected date of
admisson because of drug-rdated crimind activity involving the persond use or

possession for persona use;

K. Were evicted from asssted housing within five years of the projected date of admission
because of drugrdated crimind activity involving the illegd manufacture, sade
digtribution, or possesson with the intent to manufacture, sell, ditribute a controlled
substance as defined in Section 102 of the Controlled Substances Act, 21 U.S.C. 802;

L. Are illegdly usng a controlled substance or are abusing acohol in a way that may
interfere with the hedth, safety, or right to peaceful enjoyment of the premises by other
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8.5

resdents. The X~ ¥-ZHeusng-AdthertyHousng Authority of the City of Charleston may
walve this requirement if:

1. The person demondtrates to the X¥-Z-Heusng-AutherityHousng Authority of
the City of Charleston’s satisfaction that the person is no longer engaging in
drug-related crimind activity or abuse of acohal;

2. Has successfully completed a supervised drug or acohol rehabilitation program;

3. Has otherwise been rehabilitated successfully; or

4, Is participating in asupervised drug or acohol rehabilitation program.

Have engaged in or threatened abusive or violent behavior towards any X¥-Z-Heudsing
AutherityHousing Authority of the City of Charleston staff member or resident;

Have a household member who has ever been evicted from public housing;

Have a family household member who has been terminated under the certificate or
voucher program;

Denied for Life: If any family member has been convicted of manufacturing or
producing methamphetamine (peed) in a public housng development or in a Section 8
assisted property;

Denied for Life: Has a lifetime regidration under a State sex offender regidration
program.

INFORMAL REVIEW

A.

If the XY-Z-Heusng-AutherityHousng Authority of the City of Charleston determines
that an applicant does not meet the criteria for recaiving public housing assstance, the

XYL Heousng-AutherityHousng Authority of the City of Charleson will promptly
provide the applicant with written notice of the determination. The notice must contain a
brief statement of the reason(s) for the decison and state that the applicant may request
an informa review of the decison within 10 business days of the denid. The X¥Z
Housing-AdthertyHousng Authority of the City of Charleston will describe how to
obtain the informal review.

Housing Authority of the City of Charleston
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The informd review may be conducted by any person designated by the X¥-Z-Heusing
AutherityHousing Authority of the City of Charleston, other than a person who made or
approved the decison under review or subordinate of this person. The gpplicant must
be given the opportunity to present written or oral objections to the XY-Z-Heushg
AdtherityHouang Authority of the City of Charleston's decison. The X¥-Z-Heushg
AutherityHousng Authority of the City of Charleston must notify the gpplicant of the
find deddon within 10 businessi4-calendar days after the informa review, including a
brief statement of the reasons for the fina decision.

B. The participant family may request that the X~¥-Z-Heushg-AutherityHous ng Authority of |
the City of Charleston provide for an Informa Hearing after the family has notification of
an INS decison on their citizenship status on gpped, or in lieu of request of gpped to
the INS. This request must be made by the participant family within 30 days of receipt
of the Notice of Denid or Termination of Assstance, or within 30 days of receipt of the
INS appedl decision.

For the participant families, the Informa Hearing Process above will be utilized with the
exception that the participant family will have up to 30 days of receipt of the Notice of
Denid or Termination of Assstance, or of the INS gpped decision.

9.0 MANAGING THE WAITING LIST
9.1  OPENING AND CLOSING THE WAITING LIST

Opening of the waiting list will be announced with a public notice sating that applications for
public housing will again be accepted. The public notice will state where, when, and how to
apply. The notice will be published in a loca newspaper of generd circulation and dso by any
available minority media. The public notice will state any limitations to who may gpply.

The notice will state that gpplicants dready on waiting ligs for other housing programs must
apply separately for this program and such gpplicants will not lose their place on other waiting
lists when they gpply for public housing. The notice will include the Fair Housing logo and dogan
and will be in compliance with Fair Housing requirements.

Closing of the waiting list will dso be announced with a public notice. The public notice will sate
the date the waiting list will be closed and for what bedroom sizes. The public notice will be
published in aloca newspaper of generd circulation and aso by any available minority media

9.2 ORGANIZATION OF THE WAITING LIST

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
Page 16



9.3

9.4

9.5

The waiting ligt will be maintained in accordance with the following guiddines
A. The gpplication will be a permanent file;

B. All gpplications will be maintained in order of bedroom Sze, preference, and then in
order of date and time of gpplication; and

C. Any contact between the X~¥-Z-Heusng-AutherityHousng Authority of the City of
Charleston and the gpplicant will be documented in the gpplicant file.

FAMILIESNEARING THE TOP OF THE WAITING LIST

When a family gppears to nearing the top of the waiting lig, the family will be invited to an
interview and the verification process will begin. It isat this point in time that the family's waiting
ligt preference will be verified. If the family no longer qudifies to be near the top of the lig, the
family’s name will be returned to the gppropriate oot on the waiting list. The X¥-Z-Heusng
AdtherityHousng Authority of the City of Charleston must notify the family in writing of this
determination and give the family the opportunity for an informa review.

Once the preference has been verified, the family will complete afull application, present Socid
Security number information, citizenship/digible immigrant information, and sgn the Consent for
Release of Information forms.

PURGING THE WAITING LIST

The XX¥-Z-Heusing-AutherityHousng Authority of the City of Charleston will update and purge
its waiting ligt at least annualy to ensure that the pool of gpplicants reasonably represents the

interested families for whom the X~¥-Z-Heusing-AuthertyHousng Authority of the City of
Charleston has current information, i.e. gpplicant's address, family compostion, income

category, and preferences.
REMOVAL OF APPLICANTSFROM THE WAITING LIST

The X¥-Z-Heusng-AudtherityHoudng Authority of the City of Charleston will not remove an |
goplicant’s name from the waiting list unless

A. The applicant requests i waiting-that their name be removed (A per your request letter
is sent to the applicant verifying that their name be removed);

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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9.6

9.7

B. The gpplicant fails to respond to a written request for information or a request to
declare their continued interest in the program; or

C. The applicant does not meet either the digibility or suitability criteriafor the program.

D. The applicant rgects the find unit offer (the gpplicant must wait 12 months before
regpplying for the Public Housing Program.

MISSED APPOINTMENTS

All applicants who fal to keep a scheduled appointment with the XY-Z—Housng
AutherityHousing Authority of the City of Charleston will be sent a notice of termination of the
process for digibility.

The X¥-Z-Hoeusng-AudtherityHousng Authority of the City of Charleston will dlow the family to
reschedule for good cause. Generadly, no more than one opportunity will be given to reschedule
without good cause, and no more than two opportunities will be given for good cause. When
good cause exigts for missng an gppointment, the X¥-Z-Houshg-AutherityHousng Authority of
the City of Charleston will work dosdy with the family to find a more suitable time. Applicants
will be offered the right to an informa review before being removed from the waiting lig.

NOTIFICATION OF NEGATIVE ACTIONS

Any goplicant whose name is being removed from the waiting list will be notified by the X2

Heusng-AutherityHousing Authority of the City of Charleston, in writing, that they have ten (10)

businessealendar days from the date of the written correspondence to present mitigating

circumstances or request an informa review. The letter will dso indicate that their name will be
removed from the waiting lig if they fall to regpond within the timeframe specified. The X¥-Z

Hoeusng-AutherityHousng Authority of the City of Charleston system of removing gpplicant

names from the waiting ligt will not violate the rights of persons with disabilities. If an gpplicant

clams that their failure to respond to a request for information or updates was caused by a
disahility, the X¥-Z-Heusing-AutherityHousing Authority of the City of Charleston will verify thet

there is in fact a disability and the disability caused the falure to respond, and will provide a
reasonable accommodation. An example of a reasonable accommodation would be to reinstate
the gpplicant on the waiting list based on the date and time of the origina application.

10.0 TENANT SELECTION AND ASSIGNMENT PLAN

101 PREFERENCES

Housing Authority of the City of Charleston
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The X¥-Z-Heusng-AdtherityHousng Authority of the City of Charleston will sdect families
based on the following preferences within each bedroom size category based on our loca
housing needs and priorities:

A. —— ADisplaced person(s): Individuals or families displaced by government action or
whose dwdling has been extensvely damaged or destroyed as a result of a disaster
declared or otherwise formally recognized pursuant to Federa Disaster Relief Laws.

—B. Applicants with an adult family member enrdled in a employment training
program, currently working 20 hours a week, or attending school on a full-time basis.
This preference is dso extended equdly to dl ddely families and dl families whose
head or spouse is recaiving income based on their inability to work.

All other applicants.

Based on the above preferences, al fanllles in preferenceA WI|| be offered housng before any
families in pre‘erence B, preferenoe B fammes will be offered housng before any fammes in

The date and time of application will be noted and utilized to determine the sequence within the
above prescribed preferences.

Not withstanding the above, families who are ederly, disabled, or displaced will be offered
housing before near ederly families, and near ederly families will be offered housng before
other single persons.

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
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Accessible Units: Accessble units will be firg offered to families who may benefit from the
accessble features. Applicants for these units will be sdected utilizing the same preference
system as outlined above. If there are no gpplicants who would benefit from the accessble
features, the units will be offered to other applicants in the order that their names come to the
top of the waiting list. Such gpplicants, however, must sign a release form dating they will
accept a trandfer (a their own expense) if, a a future time, a family requiring an accessible
feature gpplies. Any family required to transfer will be given a 1030-day notice.

10.2 ASSIGNMENT OF BEDROOM SIZES

The following guiddines will determine each family’s unit Sze without overcrowding or over-

housng:
Number of Bedrooms Number of Persons
Minimum Maximum

0 1 1

1 1 2

2 2 4

3 3 6

43 43 86

4 64 810

These standards are based on the assumption that each bedroom will accommodate no more
than two (2) persons. Zero bedroom units will only be assgned to one-person families. Two
adults will share a bedroom unless related by blood.

Housing Authority of the City of Charleston
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In determining bedroom Sze, the XY-Z-Housng-AutherityHousng Authority of the City of |
Charleston will include the presence of children to be born to a pregnant woman, children who

are in the process of being adopted, children whose custody is being obtained, children who are
temporarily away at school, or children who are temporarily in foster care.

In addition, the following considerations may be taken in determining bedroom size:

A. Chlldren of thesame X (vaIMqJJ—ngta sharea bedroom

BE.  Adultsand children will not be required to share a bedroom. |

CB. Foger adults and/or foster children will not be required to share a bedroom with family |
members.

DE. Livein aideswill get aseparate bedroom. |
Exceptions to norma bedroom size sandards include the following:

A. Units smdler than assigned through the above guidelines. A family may request asmdler
unit Sze than the guiddines dlow. The X¥-Z-Heusng-AutherityHousng Authority of the |
City of Charleston will dlow the smdler Sze unit 0 long as generdly no more than two
(2) people per bedroom are assgned. In such gtuations, the family will sgn a
certification gating they understand they will be indigible for alarger Sze unit for 3 years

{hasertameount—of-time—for—example-3-years)-or until the family sze changes,
whichever may occur fird.

B. Units larger than assigned through the above guiddines. A family may request a larger
unit Sze than the guiddines dlow. The X¥-Z-Heusng-AutherityHousng Authority of the |
City of Charleston will dlow the larger Sze unit if the family provides a verified medica
need that the family be housed in alarger unit.

C. If there are no families on the waiting lig for a larger Sze, amdler families may be
housed if they Sgn arelease form gating they will transfer (at the family’s own expense)
to the gppropriate Sze unit when an digible family needing the larger unit gpplies. The
family trandferring will be given a 1030-day notice before being required to move. |

D. Larger units may be offered in order to improve the marketing of a development
suffering a high vacancy rate.
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10.3 SELECTION FROM THE WAITING LIST

The X¥-Z-Heusng-AudthertyHousang Authority of the City of Chaleston shdl follow the |
datutory requirement that a least 40% of newly admitted families in any fisca year be families

whose annua incomeis at or below 30% of the area median income. To insure this requirement
is met we shdl quarterly monitor the incomes of newly admitted families and the incomes of the
families on the waiting lig. If it appears that the requirement to house extremely low-income
families will not be met, we will skip higher income families on the waiting lig to reach extremely
low-income families.

ajmlssons of extremely low-income famlllesto the #LH@H&HQA%@WHousng Authonty
of the City of Charleston's voucher program during a fiscd year exceed the 75 % minimum

targeting requirement for the XY-ZHeusng—AudtherityHousng Authority of the City of |
Charleston's voucher program, such excess shal be credited (subject to the limitations in this

paragraph) againg the X¥-Z-Heusng-AutherityHousing Authority of the City of Charleston's |
basic targeting requirement for the samefiscd year.

The fiscd year credit for voucher program admissons that exceeds the minimum voucher
program targeting requirement shal not exceed the lower of:

A. Ten % of public housng wating lig admissons during the X¥-ZHeusng
AutherityHous ng Authority of the City of Charleston fiscd year;

B. Ten % of waiting lis admissions to the X~ ¥-Z-Heushg-AuthertyHousng Authority of the |
City of Charleston's Section 8 tenant-based assistance program during the PHA fiscal

year; or

C. The number of qudifying low income families who commence occupancy during the
fiscd year of X¥Y-Z-Heusng-AutherityHousng Authority of the City of Charleston public |
housing units located in census tracts with a poverty rate of 30 % or more. For this
purpose, qudifying low income family means a low-income family other than an
extremdy low-income family.

If there are not enough extremey low-income families on the waiting lig we will conduct
outreach on a non-discriminatory basis to atract extremely low-income families to reach the
gtatutory requirement.
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104 DECONCENTRATION POLICY

It isthe X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston's palicy to provide |
for deconcentration of poverty and encourage income mixing by bringing higher income families

into lower income developments and lower income families into higher income developments.
Toward this end, we will skip families on the waiting list to reach other families with a lower or
higher income. We will accomplish thisin a uniform and non-discriminating manner.

The X¥-Z-Heousng-AutherityHousng Authority of the City of Charleson will afirmatively |
market our housing to dl digible income groups. Lower income residents will not be steered

toward lower income developments and higher income people will not be steered toward higher
income devel opments.

Prior to the beginning of each fiscd year, we will andyze the income leves of familiesresding in
each of our developments and the income leves of the families on the waiting list. Based on this
andyss, we will determine the leve of marketing strategies and deconcentration incentives to
implement.

105 DECONCENTRATION INCENTIVES

The X~ ¥-ZHousng-AutherityHousing Authority of the City of Charleston may offer one or more |
incentives to encourage gpplicant families whose income classfication would help to meet the
deconcentration gods of a particular development.

Various incentives may be used a different times, or under different conditions, but will dways
be provided in a consstent and nondiscriminatory manner.

106 OFFEROF AUNIT

When the X¥-Z-Heushg-AutherityHousng Authority of the City of Charleston discovers that a |
unit will become available, we will contact the firgt family on the waiting list who has the highest
priority for this type of unit or development and whose income category would help to meet the
deconcentration goa and/or the income targeting god.

The#;HeusnthenMiousng Authorlty of the Clty of Charleston will contact the fanlly

W#LbenetmeeLeHo makeaunlt offeHA&msLelasmaql Thefamllywnl beglven hr ee (3 )ﬁve
{5)-business days from the date the letter was maled to contact the X¥-Z—Heusng
AutherityHousng Authority of the City of Charleston regarding the offer.

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy
Page 23



The family will be offered the opportunity to view the unit. After the opportunity to view the unit,
thefamily must either accept or reject the unit after viewing the unitwit-have two-(2)-business
daysto-accept-orraectthe- unit: This verbd offer and the family’ s decison must be documented
in the tenant file.

If there has been a change in family compasition, the family will be placed on the waiting list of
the appropriate bedroom size in the order they would have been on that list based upon the date
of gpplication and applicable preferences.

If the Housing Authority of the City of Charleston made a mistake in the origind bedroom size
desgnatlon the Housng Authonty will offer the farnlly the next a)propnate gze unlt—h‘—the

10.7 REJECTION OF UNIT

If in making the offer to the family the X~¥-Z-Heusng-AutherityHoudng Authority of the City of |
Charleston skipped over other families on the waiting list in order to meet their deconcentration

god or offered the family any other deconcentration incentive and the family regjects the unit, the
family will not lose thelr place on the waiting list and will not be otherwise pendized.

If the X¥-ZHousng-AudtherityHousng Authority of the City of Charleston did not skip over |
other families on the waiting list to reach this family, did not offer any other deconcentration

incentive, and the family rgects two separate unit offers (in different developments), the-drit |
without good cause, the family will forfet their gpplication’s dete and time. The family will keep
their preferences, but the date and time of application will be changed to the date and time the
unit was rejected.

If the family regjects with good cause any unit offered, they will not lose their place on the waiting
list. Good cause includes reasons related to hedlth, proximity to work, school, and childcare (for
those working or going to schoal). The family will be offered the right to an informd review of
the decision to ater their gpplication satus.

10.8 ACCEPTANCE OF UNIT
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Priorto-signingthelease-to attend the Lease and Occupancy Orientation when they are |n|t|dly
accepted for occupancy. H Yy = X

Applicants who provide prior notice of an mablllty to attend the orlentatlon will be rescheduled.
Failure of an applicant to attend the orientation, without good cause, may result in the
cancellation of the occupancy process/lease. |

The agpplicant will be provided a copy of the lease, the grievance procedure, utility alowances,
utility charges_and the current schedule of routine maintenance charges—and—a—reguest—for
reasonable-accommedationferm. These documents will be explained in detall. The applicant
will sgn a certification that they have received these documents and that they have reviewed
them with Housing Authority personnel. The certification will be filed in the tenant’ sfile.

The ggning of the lease and the review of financid information are to be privately handled. The
head of household will be required to execute the lease prior to admission. One executed copy
of the lease will be furnished to the head of household and the X~¥-Z-Heusirg-AutherityHousng |
Authority of the City of Charleston will retain the original executed lease in the tenant's file. A
copy of the grievance procedure will be attached to the resident’ s copy of the lease.

The family will pay a security deposit a the time of lease Sgning. The security deposit will be a
st amount determined by the Housng Authority of the City of Chaleston's

Commissoners.egua-to-{choose oneof the following):

In exceptiond gtuations, the X¥-Z—-Heusng—AuthertyHousng Authority of the City of |
Charleston reserves the right to dlow anew resdent topaythelr securlty deposit in up to three
(3) p@/mm‘ts One i d-sna A 2\

ene-thwd—wmh—theJr—thd—Feqt—pa_»,cmeqtu ThIS shdl be et the sole dlscretlon of the Housng
Authority.

In the case of a move within public housmg, the securlty depost for the firg unlt will be
transferred to thesecond un|t Additionalhy; -
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11.0

111

1.

In the event there are codts attributable to the family for bringing the firgt unit into condition for
re-renting, the family shdl be billed for these charges.

INCOME, EXCLUSIONSFROM INCOME, AND
DEDUCTIONSFROM INCOME

To determine annud income, the X¥-Z-Heushg-AutherityHousng Authority of the City of
Charleston adds the income of dl family members, excluding the types and sources of income

that are specificdly excluded. Once the annud income is determined, the X¥-ZHeushg
AutherityHousing Authority of the City of Charleston subtracts dl alowable deductions
(allowances) to determine the Total Tenant Payment.

INCOME
Annua income means dl amounts, monetary or not, that:

A. Go to (or on behdf of) the family head or spouse (even if temporarily aosent) or to any
other family member; or

7. B. Are anticipated to be received from a source outside the family during
the 12-month period following admisson or annua reexamination effective date; and

C. Are not specificaly excluded from annua income.

If it isnot feasible to anticipate alevel of income over a 12-month period (e.g. seasond or cydlic
income), or the X¥-Z-Heusing-AutherityHousng Authority of the City of Charleston believes
that past income is the best available indicator of expected future income, the X ¥-Z-Heushg
AutherityHousing Authority of the City of Charleston may annudize the income anticipated for a
shorter period, subject to aredetermination at the end of the shorter period.

Annud incomeincludes, but is not limited to:
7. A. The full amount, before any payroll deductions, of wages and sdaries, overtime

pay, commissions, fees, tips and bonuses, and other compensation for persond
Services.

©

0. B. The net income from the operation of a business or profession. Expenditures for
business expansion or amortization of capital indebtedness are not used as deductionsin
determining net income. An alowance for depreciation of assets used in a business or
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10.
11.

12.
13.

14.
15.

16.

17. F

profession may be deducted, based on straight-line depreciation, as provided in Internd
Revenue Service regulations. Any withdrawal of cash or assets from the operation of a
business or profession is included in income, except to the extent the withdrawd is a
reimbursement of cash or assetsinvested in the operation by the family.

C. Interest, dividends, and other net income of any kind from red or persond
property. Expenditures for amortization of capitd indebtedness are not used as
deductions in determining net income. An alowance for depreciation of assets used in a
business or professon may be deducted, based on draight-line depreciaion, as
provided in Internd Revenue Service regulaions. Any withdrawa of cash or assets
from an investment is included in income, except to the extent the withdrawd is
relmbursement of cash or assats invested by the family. Where the family has net family
asts in excess of $5,000, annua income includes the greater of the actud income
derived from al net family assets or a percentage of the value of such assats based on
the current passbook savings rate, as determined by HUD.

D. The full amount of periodic anounts recaeived from Socid Security,
annuities, insurance policies, retirement funds, pensions, disability or degth benefits, and
other amilar types of periodic receipts, including a lump-sum amount or prospective
monthly amounts for the delayed dart of a periodic amount. (However, deferred
periodic amounts from supplementa security income and Socid Security benefits that
are received in alump sum amount or in prospective monthly amounts are excluded.)

E Payments in lieu of eanings such as unemployment and disability
compensation, worker's compensation, and severance pay. (However, lump sum
additions such as insurance payments from worker's compensation are excluded.)

Wefare assstance

1. If the welfare assstance payment includes an amount specifically designated for
shdlter and utilities that is subject to adjustment by the welfare ass stance agency
in accordance with the actua cost of shelter and tilities, the amount of wedfare
ass gance income to be included as income cons s of

a The amount of the dlowance or grant exclusve of the amount
specificaly designated for shelter or utilities; plus

b. The maximum amount that the welfare assstance agency could in fact
dlow the family for shelter and utilities. If the family's welfare assstance
is ratably reduced from the standard of need by applying a percentage,
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the amount caculated under this requirement is the amount resulting
from one application of the percentage.

4, Imputed welfare income

a A family's annua income includes the amount of
imputed wdfare income (because of a specified welfare benefits
reduction, as specified in notice to the X~¥-Z-Heusing-AutherityHousng
Authority of the City of Charleston by the wefare agency) plus the tota
amount of other annud income.

b. At the request of the X¥YZ—Heusng
AutherityHousng Authority of the City of Charleston, the wdfare

agency will inform the X~¥-Z-Heushg-AutherityHousng Authority of the
City of Charleston in writing of the amount and term of any specified
welfare benefit reduction for a family member, and the reason for such
reduction, and will dso inform the XY-Z-Heusng-AutherityHousng
Authority of the City of Charleston of any subsequent changes in the
term or amount of such specified welfare benefit reduction. The X¥-Z
Heusng-AdtherityHousing Authority of the City of Charleston will use
this information to determine the amount of imputed wefare income for
afamily.

C. A family's annuad income incdudes imputed
welfare income in family annud income, as determined a an interim or
regular reexamination of family income and compostion, during the term
of the wdfare benefits reduction (as specified in information provided to

the X~¥-Z-Heusng-AutherityHousing Authority of the City of Charleston
by the welfare agency).

d. The amount of the imputed wdfare income is
offst by the amount of additiona income a family receves that
commences after the time the sanction was imposed. When such
additiona income from other sources is at least equd to the imputed
welfare income, the imputed wefare income is reduced to zero.

e The X¥-Z-Heusng-AutherityHousng Authority
of the City of Charleston will not include imputed wefare income in

annud incomeif the family was not an asssted resdent a the time of the
sanction.
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f. If a resdent is not saisfied that the XX¥Z

Housing-AudtherityHousng Authority of the City of Charleston has
caculated the amount of imputed welfare income in accordance with

HUD requirements, and if the X¥-Z—Heushg—AutherityHousng |
Authority of the City of Charleston denies the family's request to modify

such amount, then the X ¥.Z-Heusing-AutherityHousing Authority of the |
City of Charleston shdl give the resdent written notice of such denid,
with a brief explanaion of the basgs for the X¥Z—Heusng
AutherityHousing Authority of the City of Charleston's determination of
the amount of imputed wefae income The XY¥Z—Heushg
AutherityHousing Authority of the City of Charleston's notice shal aso
date that if the resdent does not agree with the determination, the
resdent may grieve the decison in accordance with our grievance
policy. The resdent is not required to pay an escrow deposit for the
portion of the resident's rent attributable to the imputed welfare income
in order to obtain a grievance hearing.

s} Rdations with welfare agencies

1).  The X¥Z Heusng-AutherityHousing Authority of the City of |
Charleston will ask welfare agenciesto inform it of any specified
wefare benefits reduction for a family member, the reason for
such reduction, the term of any such reduction, and any
subsequent welfare agency determination affecting the amount
or term of a specified welfare benefits reduction. If the welfare
agency determines a specified welfare benefits reduction for a
family member, and gives the X¥.Z Heusing-AutherityHousing |
Authority of the City of Charleston written notice of such
reduction, the family's annua incomes shdl include the imputed
welfare income because of the specified wdfare benefits
reduction.

2).  The X¥Z Heusng-AutherityHousing Authority of the City of |
Charleston is respongible for determining the amount of imputed
welfare income that is included in the family's annua income as
aresult of a specified welfare benefits reduction as determined
by the wefare agency, and specified in the notice by the welfare
agency to the housing authority. However, the X¥-Z-Housng
AutherityHousng Authority of the City of Charleston is not
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9.

responsble for determining whether a reduction of welfare
benefits by the welfare agency was correctly determined by the
welfare agency in accordance with wefare program
requirements and procedures, nor for providing the opportunity
for review or hearing on such wefare agency determinations.

3), Such wdfare agency determinations are the respongibility of the
welfare agency, and the family may seek goped of such
determinations through the welfare agency's normd due process

procedures. The X¥-Z-Heushg-AudtherityHousng Authority of
the City of Charleston shdl rely on the welfare agency notice to

the X~¥-ZHeousng-AutherityHousng Authority of the City of
Charleston of the welfare agency's determination of a specified
welfare benefits reduction.
5.
G. Periodic and determinable alowances, such as dimony, child support
payments, and regular contributions or gifts received from organizations or from persons
not residing in the dwdling.

H. All regular pay, specid pay, and dlowances of a member of the Armed
Forces. (Specid pay to amember exposed to hodtile fire is excluded.)

11.2 ANNUAL INCOME

1.

2. Annud income does not include the following:

A. Income from employment of children (incdluding foster children) under the age of 18
yeas

B. Payments received for the care of foster children or foster adults (usudly persons with
disahilities, unrelated to the tenant family, who are unable to live done);

C. Lump-sum additions to family assats such as inheritances, insurance payments
(including payments under health and accident insurance and worker's compensation),
capital gains, and settlement for personal or property |osses,

D. Amounts received by the family that are specificdly for, or in reimbursement of, the cost
of medica expensesfor any family member;

E Income of alive-in aide;
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F. The full amount of student financid assistance paid directly to the student or to the
educationd inditution;

G The specid pay to a family member serving in the Armed Forces who is exposed to
hodtilefire

H. The amounts received from the following programs:

1.

2.

Amounts received under training programs funded by HUD;

Amounts received by a person with a disability thet are disregarded for alimited
time for purposes of Supplemental Security Income digibility and benefits
because they are set asde for use under a Plan to Attain Sdf-Sufficiency
(PASS);

Amounts received by a participant in other publicly asssted programs that are
specificaly for or in reimbursement of out-of-pocket expenses incurred (specia
equipment, clothing, trangportation, child care, etc.) and that are made solely to

dlow participation in a specific program;

Amounts received under aresident service stipend. A resdent service stipend is
a modest amount (not to exceed $200 per month) received by a resident for
performing a service for the Housing Authority or owner, on a part-time basis,
that enhances the qudlity of life in the development. Such services may include,
but are not limited to, fire patrol, hal monitoring, lawn maintenance, resident
initiatives coordination, and sarving as a member of the X¥Z—Heushg
AutherityHousing Authority of the City of Charleston governing board. No
resdent may receive more than one such stipend during the same period of
time

Incrementd  earnings and  bendfits resulting to any family member from
participation in quaifying State or locd employment training programs (including
training programs not affiliated with aloca government) and training of a family
member as resdent management staff. Amounts excluded by this provison must
be received under employment training programs with clearly defined gods and
objectives and are excluded only for the period during which the family member
participates in the employment training program;

Temporary, nonrecurring or poradic income (including gifts);
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7. Reparation payments paid by a foreign government pursuant to clams filed
under the laws of that government by persons who were persecuted during the
Nazi erg;

8. Eanings in excess of $480 for each full-time student 18 years old or older
(excluding the head of household and spouse);

9. Adoption assistance paymentsin excess of $480 per adopted child;

10. For family members who enrolled in certain training programs prior to 10/1/99,
the earnings and benefits resulting from the participation if the program provides
employment training and supportive sarvices in accordance with the Family
Support Act of 1988, Section 22 of the 1937 Act (42 U.S.C. 1437t), or any
comparable Federd, State, or locd law during the excluson period. For
purposes of this excluson the following definitions apply:

a Comparable Federd, State or locd law means a program providing
employment training and supportive services that:

I. Is authorized by a Federal, State or loca law;

i. Isfunded by the Federa, State or local government;

. Is operated or administered by a public agency; and

V. Has as its objective to assgt paticipants in acquiring
employment ills.

b. Excluson period means the period during which the family member
participates in a program described in this section, plus 18 months from
the date the family member begins the firgt job acquired by the family
member after completion of such program that is not funded by public
housng assgtance under the 1937 Act. If the family member is
terminated from employment with good cause, the exclusion period shall
end.

C. Earnings and benefits means the incrementa earnings and benefits
resulting from a qudifying employment training program or subsequent
job.

7. 11.  The incrementd earnings due to employment during a cumulative 12-
month period following date of the initid hire shal be excluded. This excluson
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(paragraph 11) will not gpply for any family who concurrently is digible for
excduson #10. Additiondly, this excluson is only avalable to the following
families

9. a Families whose income increases as a result of employment of a

family member who was previoudy unemployed for one or more years.
10.

11. b Families whose income increases during the participation of a
family member in any economic sdf-sufficiency or other job training
program.

12.

C. Families who are or were, within 6 months,

assisted under a State TANF or Wefare-to-Work program.

o

6. During the second cumulative 12-month period after the date of initid hire, 50%
of the increased income shal be excluded from income.

~

8. The disdlowance of increased income of an individud family member is limited
to a lifetime 48-month period. It only gpplies for 12 months of the 100%
excluson and 12 months of the 50% exclusion.

(While HUD regulations dlow for the housing authority to offer an escrow
account in lieu of having a portion of their income excduded under this
paragraph, it is the policy of this housing authority to provide the exdlusonin dl
Cases.)

12. Deferred periodic amounts from supplementa security income and Socid
Security benefits that are received in a lump sum amount or in prospective
monthly amounts,

13.  Amounts received by the family in the form of refunds or rebates under State or
local law for property taxes paid on the dweling unit;

7. 14.  Amounts paid by a State agency to a family with a member who has a
developmentd disability and is living a home to offset the cogt of services and
equipment needed to keep the deveopmentally disabled family member at
home; or

7. 15. Amounts specificdly excluded by any other Federd datute from
condderation asincome for purposes of determining eligibility or benefits. These
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exdusonsincdude
a The vaue of the dlotment of food stamps

b. Payments to volunteers under the Domestic Volunteer Services Act of
1973

C. Payments recelved under the Alaska Native Claims Settlement Act

d. Income from submargind land of the U.S. that isheld in trust for certain
Indian tribes
e Payments made under HHS's Low-Income Energy Assistance Program

f. Payments received under the Job Training Partnership Act

s} Income from the digpogition of funds of the Grand River Band of
Ottawa Indians

h. The first $2000 per capita received from judgment funds awarded for
certain Indian dams

I. Amount of scholarships awarded under Title IV including Work Study
J. Payments received under the Older Americans Act of 1965

K. Payments from Agent Orange Settlement

l. Payments recelved under the Maine Indian Clams Act

m. The vdue of child care under the Child Care and Development Block
Grant Act of 1990

n Earned income tax credit refund payments
0. Payments for living expenses under the Americorps Program

1. p. Additiona income exclusons provided by and funded by the
XNY-Z Heushg-AdtherityHousing Authority of the City of Charleston
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The X¥-Z Housing-AutherityHousing Authority of the City of Charleston will not |
provide exclusons from income in addition to those dready provided for by
HUD.

11.3 DEDUCTIONS FROM ANNUAL INCOME

The following deductions will be made from annud income:

7. A $480 for each dependent;

8.

9. B. $400 for any ederly family or dissbled family;

10.

C. The sum of the following, to the extent the sum exceeds three % of annud
income:
1.
8. Unrembursed medica expenses of any ddely family or
disabled family; and
0.

10. Unreimbursed reasonable  atendant care and auxiliay

gpparatus expenses for each member of the family who is a person with
disbilities, to the extent necessary to enable any member of the family
(including the member who is a person with disabilities) to be employed, but this
alowance may not exceed the earned income received by family members who
are 18 years of age or older who are able to work because of such attendant
care or auxiliary apparatus.
11.
12. D. Reasonable child care expenses necessary to enable a member of the family to
be employed or to further his or her education. This deduction shal not exceed the
amount of employment income thet isincluded in annud income.

114 RECEIPT OF ALETTER ORNOTICE FROM HUD CONCERNING INCOME
A. If a public housing resdent receives a letter or notice from HUD concerning the

amount or verificaion of family income, the letter shal be brought to the person
responsble for income verification within ten (10) days of receipt by the resident.

B. The Public Housing Manager shdl reconcile any difference between the amount
reported by the resident and the amount listed in the HUD communication. This shdl be
done as promptly as possible.
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C. After the reconciliation is complete, the X¥-Z—Heousng—AutherityHousng |
Authority of the City of Charleston shdl adjust the resident's rent beginning a the Start

of the next month unless the reconciliation is completed during the find five (5) days of
the month and then the new rent shall take effect on the first day of the second month
following the end of the current month. In addition, if the resdent had not previoudy

reported the proper income, the X¥-Z-Heusng-AutherityHousng Authority of the City |
of Charleston shdl do one of the following:

1 Immediately collect the back rent due to the agency;

2. Egtablish a repayment plan for the resdent to pay the sum due
to the agency;

3. Terminate the lease and evict for failure to report income; or

4, Terminate the lease, evict for falure to report income, and

collect the back rent due to the agency.
11.5 COOPERATING WITH WELFARE AGENCIES

The X¥-Z-Heusng-AdtherityHousng Authority of the City of Charleston will make its best |
efforts to enter into cooperation agreements with local welfare agencies under which the welfare

agencies will agree:

A. To target assstance, benefits and services to families receiving assstance in the
public housing and Section 8 tenant-based assstance program to achieve sdf-
aufficdency; and

B. To provide written verification to the X~¥-Z-Heusng-AuthertyHousng Authority |

of the City of Chaleston concerning wefare benefits for families goplying for or
receiving assstance in our housing assistance programs.

12.0 VERIFICATION

The X ¥-Z-Heusing-AutherityHousng Authority of the City of Charleston will verify information |
related to waiting list preferences, digibility, admisson, and leve of benefits prior to admisson.
Periodicaly during occupancy, items rdaed to digibility and rent determination shal dso be
reviewed and verified. Income, assets, and expenses will be verified, as well as disability satus,
need for a live-in aide and other reasonable accommodations, full-time student status of family
members 18 years of age and older; Socia Security numbers, and citizenship/éigible noncitizen
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12.2

datus. Age and relaionship will only be verified in those ingances where needed to make a
determination of leve of assgtance.

ACCEPTABLE METHODS OF VERIFICATION

Age, rdationship, U.S. citizenship, and Socid Security numbers will generaly be verified with
documentation provided by the family. For citizenship, the family's certification will be accepted.
(Or, for citizenship, documentation such as listed below will be required.) Verification of these
items will include photocopies of the Socia Security cards and other documents presented by
the family, the INS SAVE gpprova code, and forms signed by the family.

Other information will be verified by third party verification. This type of verification includes
written documentation with forms sent directly to and received directly by a source, not passed
through the hands of the family. This verification may aso be direct contact with the source, in
person or by telephone. It may aso be a report generated by a request from the X¥-Z-Heusing
AutherityHousng Authority of the City of Charleston or automaticaly by another government
agency, i.e, the Socia Security Adminigtration. Verification forms and reports received will be
contained in the agpplicant/tenant file. Ora third party documentation will include the same
information as if the documentation had been written, i.e,, name, date of contact, amount
received, etc.

When third party verification cannot be obtained, the X~Y-Z-Heusng-AuthertyHousng Authority
of the City of Charleston will accept documentation received from the agpplicant/tenant. Hand-

carried documentation will be accepted if the X¥-Z-Housng-AutherityHousng Authority of the
City of Charleston has been unable to obtain third party verification in a 4-week period of time.
Photocopies of the documents provided by the family will be maintained in the file,

When neither third party verification nor hand-carried verification can be obtained, the X¥-Z
Hoeusing-AutherityHous ng Authority of the City of Charleston will accept a notarized statement
signed by the head, spouse or co-head. Such documents will be maintained in thefile,

TYPES OF VERIFICATION

The chart below outlines the factors that may be verified and gives common examples of the
verification that will be sought. To obtain written third party verification, the X~¥-Z-Heusng
AutherityHousing Authority of the City of Charleston will send a request form to the source
aong with ardease form sgned by the gpplicant/tenant viafirg cdlassmail.

Verification Requirements for Individud Items
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Item to Be Verified

3 party verification

Hand-carried verification

General Eligibility Items

Socid Security Number

L etter from Socid Security, eectronic
reports

Socia Security card

Citizenship N/A Signed certification, voter's
regidration card, birth certificate,
etc.

Hligible immigration Satus INS SAVE confirmation # INS card

Dishility

L etter from medical professond, SS,
etc

Proof of SSI or Socia Security
disability payments

Full time student atus (if L etter from schoal For high school students, any
>18) document evidencing enrollment
Need for alive-in aide L etter from doctor or other N/A

professona knowledgesble of
condition

Child care costs

L etter from care provider

Bills and receipts

Disability assistance
expenses

Letters from suppliers, care givers, etc.

Bills and records of payment

Medica expenses

Lettersfrom providers,
prescription record from pharmacy,
medica professond's letter Sating
assistance or acompanion animd is
needed

Bills, receipts, records of
payment, dates of trips, mileage
log, receiptsfor fares and tolls

Value of and Income from Assets

Savings, checking accounts

Letter from inditution

Passhook, most current
Satements

CDS, bonds, etc

Letter from ingtitution

Tax return, informeation brochure
from indtitution, the CD, the bond

Stock or most current statement,
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Verification Requirements for Individud Items

Item to Be Verified

3 party verification

Hand-carried verification

Stocks

L etter from broker or holding company

price in newspaper or through
Internet

Red property

Letter from tax office, assessment, etc.

Property tax statement (for
current value), assessment,
records or income and expenses,
tax return

Persond property

Assessment, bluebook, etc

Receipt for purchase, other
evidence of worth

Cash vdue of life insurance
policies

Letter from insurance company

Current satement

Assets disposed of for less N/A Original receipt and receipt a

than far market vaue disposition, other evidence of
worth

Income

Earned income L etter from employer Multiple pay stubs

Sdf-employed N/A Tax return from prior year, books
of accounts

Regular giftsand L etter from source, letter from Bank deposits, other smilar

contributions organization receiving gift (i.e, if evidence

grandmother pays day care provider,
the day care provider could so state)

Alimony/child support

Court order, letter from source, letter

from Human Services

Record of deposits, divorce
decree

Periodic payments (i.e,
socid security, welfare,
pensions, workers
compensation,
unemployment)

L etter or eectronic reports from the
source

Award |etter, letter announcing
change in amount of future
payments

Training program

L etter from program provider indicating

N/A
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Verification Requirements for Individud Items

Item to Be Verified 3 party verification Hand-carried verification

participation - whether enrolled or completed

- whether training is HUD-funded

- whether Federal, State, loca govt., or
local program

- whether it is employment training

- whether it has dearly defined gods
and objectives

- whether program has supportive
services

- whether payments are for out-of-
pocket expensesincurred in order to
participate in a program Evidence of job start
- date of first job after program
completion

12.3

VERIFICATION OF CITIZENSHIP OR ELIGIBLE NONCITIZEN STATUS

The dtizenship/digible noncitizen gtatus of each family member regardless of age must be
determined.

Prior to being admitted, or at the first reexamination, al citizens and nationals will be required to
sSgn a declaration under pendty of perjury. They will be required to show proof of their satus
by such means as a birth certificate, military 1D, or military DD 214 Form.

Prior to being admitted or at the first reexamination, al digible noncitizens who are 62 years of
age or older will be required to Sgn a declaration under pendty of perjury. They will dso be
required to show proof of age.

Prior to being admitted or & the firs reexaminaion, dl eigible noncitizens must sgn a
declaration of their status and a verification consent form and provide their origind INS
documentation. The X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston will
make a copy of the individud's INS documentation and place the copy in the file. The X¥-Z
Heusng-AutherityHous ng Authority of the City of Charleston will aso verify their Satus through
the INS SAVE sysem. If the INS SAVE system cannot confirm digibility, the X~¥-Z-Heusng
AutherityHousng Authority of the City of Charleston will mail information to the INS in order
that a manual check can be made of INS records.
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7. Family members who do not clam to be citizens, nationds, or digible noncitizens mugt be listed
on a statement of nondigible members and the list must be signed by the head of the household.

7. Noncitizen students on student visas, though in the country legaly, are not digible to be admitted
to public housing.

7. Any family member who does not choose to declare their status must be listed on the statement
of noneligible members,

9. If no family member is determined to be digible under this section, the family's digibility will be
denied.

7. Thefamily's assstance will not be denied, delayed, reduced, or terminated because of adelay in
the process of determining igible status under this section, except to the extent that the delay is
caused by the family.

7. If the X¥-Z Housng-AutherityHousing Authority of the City of Charleston determines that a |
family member has knowingly permitted an indigible noncitizen (other than any indigible
noncitizens listed on the lease) to permanently reside in their public housing unit, the family will
be evicted. Such family will not be digible to be readmitted to public housing for a period of 24
months from the date of eviction or termination.

124 VERIFICATION OF SOCIAL SECURITY NUMBERS

7. Prior to admisson, each family member who has a Socid Security number and who is a least 6
years of age must provide verification of their Socid Security number. New family members at
least 6 years of age must provide this verification prior to being added to the lease. Children in
assisted households must provide this verification at the firgt regular reexamination after turning
gX.

7. The best veificaion of the Socid Security number is the origind Socid Security card. If the
card is not available, the X¥-Z-Heusing-AutherityHousng Authority of the City of Charleston |
will accept letters from the Socia Security Agency that establishes and dates the number.
Documentation from other governmental agencies will aso be accepted that establishes and
dates the number. Driver's licenses, military IDs, passports, or other officid documents that
establish and state the number are also acceptable.

7. If anindividud dates that they do not have a Socid Security number, they will be required to
ggn a datement to this effect. The X¥Y-Z-Housng-AudthertyHousng Authority of the City of |
Charleston will not require any individual who does not have a Sociad Security number to obtain
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12.6

13.0

a Socid Security number.

If a member of an gpplicant family indicates they have a Socid Security number, but cannot
reedily verify it, the family cannot be housed until verification is provided.

If amember of atenant family indicates they have a Socid Security number, but cannot readily
verify it, they shdl be asked to certify to this fact and shdl have up to sixty (60) days to provide
the verification. If the individud is a least 62 years of age, they will be given one hundred and
twenty (120) days to provide the verification. If the individud falls to provide the verification
within the time alowed, the family will be evicted.

TIMING OF VERIFICATION

Verificaion information must be dated within ninety (90) days of certification or reexamination.
If the verification is older than this, the source will be contacted and asked to provide
information regarding any changes.

When an interim reexamindtion is conducted, the Housing Authority will verify and updete al
information related to family circumstances and level of assstance. (Or, the Housing Authority
will only verify and update those € ements reported to have changed.)

FREQUENCY OF OBTAINING VERIFICATION

For each family member, citizenship/digible noncitizen status will be verified only once. This
verification will be obtained prior to admisson. If the saus of any family member was not
determined prior to admission, verification of their status will be obtained at the next regular
reexamindion. Prior to a new member joining the family, ther dtizenship/digible noncitizen
gatus will be verified.

For each family member age 6 and above, verification of Socid Security number will be
obtained only once. This verification will be accomplished prior to admisson. When a family
member who did not have a Socid Security number at admission receives a Socid Security
number, that number will be verified at the next regular reexamination. Likewise, when a child
turns sx, their verification will be obtained a the next regular reexamination.

DETERMINATION OF TOTAL TENANT PAYMENT AND
TENANT RENT
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131 FAMILY CHOICE

At admission and each year in preparation for their annual reexamination, each family is given
the choice of having their rent determined under the income method or having their rent st at
the flat rent amount.

7.

A. Families who opt for the flat rent will be required to go through the income
reexamination process every three years, rather than the annud review they would
otherwise undergo.

B. Families who opt for the flat rent may request to have a reexaminaion and
return to the income based method at any time for any of the following reasons:

5. 1. The family'sincome has decreased.

5. 2. The family's circumstances have changed increasing their expenses for
child care, medical care, €c.

5. 3. Other circumstances cregting a hardship on the family such that the
income method would be more financidly feasible for the family.

Families have only one choice per year except for financid hardship cases. In
order for families to make informed choices about their rent options, the Housing
Authority of the City of Charleson will provide them with the following information
whenever they have to make rent decisons.

1. The XY-Z-Heusng-AudtherityHousng Authority of the City of
Charleston's palicies on switching types of rent in case of a financid hardship;

and

2 The dollar amount of tenant rent for the family under each option. If the family

chose a flat rent for the previous year, the X¥-Z-Housng-AudthertyHousng
Authority of the City of Charleston will provide the amount of income-based

rent for the subsequent year only the year the X¥-Z-Heusing-AutherityHousng
Authority of the City of Charleston conducts an income reexamingtion or if the

family specificaly requedtsit and submits updated income informetion.

132 THE INCOME METHOD

S.

6. Thetota tenant payment isequd to the highest of:
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A. 10% of the family's monthly income;
B. 30% of the family's adjusted monthly income; or

C. If the family is receiving payments for welfare assistance from a public agency and a part
of those payments, adjusted in accordance with the family's actud housing cods, is
specificaly designated by such agency to meet the family's housing cogts, the portion of
those payments which is so desgnated. If the family's wefare assstance is ratably
reduced from the standard of need by applying a percentage, the amount caculated
under this provison is the amount resulting from one application of the percentage; or

D.  Theminimum rent of $25.

No o

13.3 MINIMUM RENT

The X¥-Z-Heousng-AutherityHousng Authority of the City of Charleston has st the minimum
rent a $25. If the family requests a hardship exemption, however, the X¥-Z Heusng
AutherityHousng Authority of the City of Charleston will suspend the minimum rent beginning
the month following the family's request until the Housing Authority can determine whether the
hardship exists and whether the hardship is of atemporary or long-term nature.

A. A hardship exigsin the following circumstances:

1. When the family haslogt digibility for or is waiting an digibility determination for
a Federa, State, or locd assistance program, including a family that includes a
member who is a noncitizen lawfully admitted for permanent residence under the
Immigration and Nationdity Act who would be entitled to public benefits but for
title IV of the Persond Responsbility and Work Opportunity Act of 1996;

2. When the family would be evicted because it is unable to pay the minimum rent;

3. When the income of the family has decreased because of changed
circumstances, indluding loss of employment; and

4, When adeeth has occurred in the family.
B. No hardship. If the Housing Authority determines there is no qudifying hardship, the

minimum rent will be reingtated, including requiring back payment of minimum rent for
the time of suspension.
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C. Temporary hardship. If the Housing Authority reasonably determines that there is a
qudifying hardship but thet it is of atemporary nature, the minimum rent will be not be
imposed for a period of 90 days from the beginning of the suspension of the minimum
rent. At the end of the 90-day period, the minimum rent will be imposed retroactively to
the time of sugpenson. The Housing Authority will offer a repayment agreement in
accordance with Section 19 of this policy for any rent not paid during the period of
suspension. During the suspengion period the Housing Authority will not evict the family
for nonpayment of the amount of tenant rent owed for the suspension period.

D. Long-term hardship. If the Housing Authority determines there is a long-term hardship,
the family will be exempt from the minimum rent requirement until the hardship no longer
exigs.

E Appeds. The family may use the grievance procedure to gpped the Housing Authority’s
determination regarding the hardship. No escrow deposit will be required in order to
access the grievance procedure.

THE FLAT RENT

The X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston has set a flat rent for
each public housing unit. In doing SO, it considered the Size and type of the unit, as wdl asiits
age, condition, amenities, services, and neighborhood. The X~¥-Z-Heusng-AutherityHousng
Authority of the City of Charleston determined the market vaue of the unit and set the rent at
the market vdue. The amount of the flat rent will be reevduated annudly and adjusments
applied. Affected families will be given a 30-day notice of any rent change. Adjustments are
gpplied on the anniversary date for each affected family (for more information on flat rents, see
Section 15.3).

The X¥-Z-Heusng-AuthertyHousng Authority of the City of Charleston will post the flat rents
at each of the developments and at the centra office. Fat rents are incorporated in this policy

upon gpprova by the Board of Commissioners.

Thereis no utility alowance for families paying afla rent.

CEILING RENT

The X ¥-Z-Heusing-AutherityHousing Authority of the City of Charleston has st a celling rent

for each public housing unit. The amount of the calling rent will be reevauated annudly and the
adjusments gpplied. Affected families will be given a 30-day notice of any rent change.
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Adjustments are applied on the anniversary date for each affected family.

The X¥-Z-Houshg-AudtherityHousing Authority of the City of Charleston will post the celling |
rents a each of the developments and at the centrd office. Ceiling rentsare incorporated in this

policy upon gpprova by the Board of Commissioners.
136 RENT FORFAMILIESUNDER THE NONCITIZEN RULE

7. A mixed family will receive full continuation of assstance if dl of the following conditions
are met:

A. The family was receiving assstance on June 19, 1995;
5. B. The family was granted continuation of assstance before November 29, 1996;
C. The family's head or spouse has digible immigration Satus; and

D. The family does not include any person who does not have digible status other than the
head of household, the spouse of the head of household, any parent of the head or
spouse, or any child (under the age of 18) of the head or spouse.

If amixed family quaifies for prorated assstance but decides not to accept it, or if the family has
no digible members the family may be digible for temporay deferrd of terminaion of
assistance to permit the family additiond time for the orderly trangtion of some or dl of its
members to locate other affordable housing. Under this provison, the family recaives full
assstance. If assstance is granted under this provision prior to November 29, 1996, it may last
no longer than three (3) years. If granted after that date, the maximum period of time for
assgtance under the provison is eighteen (18) months. The X¥-Z-Heusing-AuthertyHousng |
Authority of the City of Charleston will grant each family a period of sx (6) months to find
sitable affordable housng. If the family cannot find suitable affordable housing, the X¥-Z
Housing-AutherityHousng Authority of the City of Charleston will provide additiond search
periods up to the maximum time alowable.

Suitable housing means housing that is not substandard and is of appropriate size for the family.
Affordable housng means that it can be rented for an amount not exceeding the amount the
family pays for rent, plus utilities, plus 25%.

The family's assstance is prorated in the following manner:

A. Determine the 95" percentile of gross rents (tenant rent plus utility alowance) for the
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XY-Z Housing-AutherityHousing Authority of the City of Charleston. The 95" percentile |
is cdled the maximum rent.

B. Subtract the family's totd tenant payment from the maximum rent. The resulting number
is cdled the maximum subsidy.

C. Divide the maximum subgdy by the number of family members and multiply the result
times the number of digible family members. Thisyieds the prorated subsdy.

D. Subtract the prorated subsidy from the maximum rent to find the prorated total tenant
payment. From this amount subtract the full utility alowance to obtain the prorated
tenant rent.

13.7 UTILITY ALLOWANCE

7. The X¥-Z-Heusng-AudtherityHousng Authority of the City of Charleston shdl establish a |
utility dlowance for dl check-metered utilities and for dl tenant-paid utilities. The alowance will
be based on a reasonable consumption of utilities by an energy-conservative household of
modest circumstances condstent with the requirements of a safe, sanitary, and hedthful
environment. In setting the dlowance, the X~ ¥-Z-Heushg-AudtherityHousng Authority of the City |
of Charleston will review the actud consumption of tenant families as well as changes made or
anticipated due to modernization (weetherizetion efforts, inddlation of energy-efficient
gppliances, etc). Allowances will be evdluated at least annualy as well as any time utility rate
changes by 10% or more since the last revision to the allowances.

8.
The utility alowance will be subtracted from the family's income rent to determine the amount
of the Tenant Rent. The Tenant Rent is the amount the family owes each month to the X¥.Z |
Housng-AdtherityHousng Authority of the City of Chaleston. The amount of the utility
dlowance is then 4ill avalable to the family to pay the cogt of ther utilities Any utility cost
above the dlowance is the responshility of the tenant. Any savings resulting from utility cods
below the amount of the alowance belongs to the tenant.

For X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston paid utilities, the X¥-Z |
Housng—AuthorityHousng Authority of the City of Charleston will monitor the utility
consumption of each household. Any consumption in excess of the alowance established by the
XN¥-Z-Heoushg-AdtherityHousng Authority of the City of Charleston will be billed to the tenant |

monthly.
7.
Utility alowance revisons based on rate changes shall be effective retroactively to the first day
of the month following the month in which the last rate change took place. Revisons based on
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changes in consumption or other reasons shdl become effective at each family's next annuad
reexamindion.

Families with high utility costs are encouraged to contact the X~Y-Z-Heusng-AutherityHousng
Authority of the City of Charleston for an energy andyss. The andyss may identify problems

with the dwelling unit that once corrected will reduce energy cods. The anadlyss can dso assst
the family in identifying ways they can reduce their costs

Requests for relief from surcharges for excess consumption of X~-Z-Heusing-AuthertyHousng
Authority of the City of Charleston purchased utilities or from payment of utility supplier billings
in excess of the utility dlowance for tenant-paid utility costs may be granted by the X¥-Z
Heusng-AdtherityHousing Authority of the City of Charleston on reasonable grounds. Requests
ghdl be granted to families that include an dderly member or a member with disabilities.
Requests by the family shal be submitted under the Reasonable Accommodation Policy.
Families shdl be advised of their right to individud rdlief a admission to public housng and a
time of utility allowance changes.

PAYING RENT

Rent and other charges are due and payable on the first day of the month. All rents should be
malled to the address on the envelope mailed to each family containing their rent Satement.
Reasonable accommodeations for this requirement will be made for persons with disabilities. As
a safety measure, no cash shal be accepted as arent payment.

If the rent is not paid by the fifth of the month, a Notice to Vacate will be issued to the tenant. In
addition, alate charge will be assessed to the tenant on the 6" day of the month, if the rent is not
paid by the 15™ of the month, an additiona charge is applied. If rent is paid by a persona check
and the check is returned for insufficient funds, this shdl be consdered a non-payment of rent
and will incur the late charges plus an additiond charge for processing costs. Additiondly, if a
Resident family has a returned check (three times) in a 12 month period, the Housing Authority
of the City of Charleston will no longer accept checks from this family.

CONTINUED OCCUPANCY AND COMMUNITY SERVICE
GENERAL

In order to be digible for continued occupancy, each adult family member must ether (1)
contribute eight hours per month of community service (not including political activities), or (2)
participate in an economic self-sufficiency program, or (3) perform eight hours per month of
combined activities as previoudy described unless they are exempt from this requirement.
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1.
8. Thefollowing adult family members of tenant families are exempt from this requirement:

5. A. Family members who are 62 or older.

5. B. Family members who are blind or disabled as defined under 216(1)(1) or 1614
of the Socia Security Act (42 U.S.C. 416(1)(1) and who certifies that because of this
disability she or he is unable to comply with the community service requirements.

5. C. Family members who are the primary care giver for someone who is blind or
disabled as st forth in Paragraph B above.

5. D. Family members engaged in work activity.

5. E Family members who are exempt from work activity under part A title IV of the
Socia Security Act or under any other State welfare program, including the welfare-to-
work program.

5. F. Family members recelving assstance, benefits or services under a State
program funded under part A title IV of the Socid Security Act or under any other
State wefare program, including welfare-to-work and who are in compliance with that

program.
143 NOTIFICATION OF THE REQUIREMENT

5. The X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston shdll identify dl adult |
family members who are gpparently not exempt from the community service requiremen.

5. The XY¥-Z Heusing-AutherityHousing Authority of the City of Charleston shall notify &l such |
family members of the community service requirement and of the categories of individuas who
are exempt from the requirement. The natification will provide the opportunity for family
members to claim and explain an exempt saus. The X¥-Z-Heusng-AdtherityHousng Authority |
of the City of Charleston shdl verify such daims.

5. The naotification will advise families that their community service obligation will begin upon the
effective date of ther first annua reexamination on or after October 1, 2000. For families paying
aflat rent, the obligation begins on the date their annua reexamination would have been effective
had an annud reexamination taken place. It will dso advise them that falure to comply with the
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community service requirement will result in indigibility for continued occupancy at the time of
any subsequent annua reexamination.

144 VOLUNTEER OPPORTUNITIES

Community service includes performing work or duties in the public benefit that serve to
improve the qudity of life and/or enhance resdent sdf-sufficiency, and/or increase the sdf-
respongility of the resdent within the community.

An economic sef sufficiency program is one that is designed to encourage, assd, train or
facilitate the economic independence of participants and ther families or to provide work for
participants. These programs may include programs for job training, work placement, basic
skills training, education, English proficiency, work fare, financia or household managemert,
apprenticeship, and any program necessary to ready a participant to work (such as substance
abuse or mentd hedlth treatment).

The X¥-Z-Housng-AutherityHousng Authority of the City of Charleston will coordinate with |
socid service agencies, locd schools, and the Human Resources Office in identifying a ligt of
volunteer community service postions.

o

6. Together with the resident advisory councils, the X~¥-Z-Heusng-AutherityHousng Authority of |
the City of Charleston may creste volunteer positions such as hal monitoring, litter patrols, and
supervising and record keeping for volunteers.

145 THE PROCESS
5. At the firgt annuad reexamination on or after October 1, 2000, and each annua reexamination

thereafter, the X¥-Z-Housng-AutherityHousng Authority of the City of Charleston will do the |

following:

A. Provide aligt of volunteer opportunities to the family members.

B. Provide information about obtaining suitable volunteer pogtions.

C. Provide a volunteer time sheet to the family member. Ingructions for the time sheet
require the individua to complete the form and have a supervisor date and sign for each
period of work.

D. Assign family members to a volunteer coordinator who will assigt the family membersin
identifying gppropriate volunteer postions and in meeting their responghilities. The
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volunteer coordinator will track the family member's progress monthly and will meet
with the family member as needed to best encourage compliance.

E Thirty (30) days before the family's next lease anniversary date, the volunteer

coordinator will advise the X¥Y-Z-Heusng-AudtherityHousng Authority of the City of
Charleston whether each applicable adult family member is in compliance with the

community service requiremen.

NOTIFICATION OF NON-COMPLIANCE WITH COMMUNITY SERVICE
REQUIREMENT

The X ¥-Z-Heusing-AutherityHousng Authority of the City of Charleston will notify any family
found to be in noncompliance of the following:

A. The family member(s) has been determined to be in noncompliance;
B. That the determination is subject to the grievance procedure; and

C. Thet, unless the family member(s) enter into an agreement to comply, the lease will not
be renewed or will be terminated;

OPPORTUNITY FOR CURE

The X¥-Z-Heusng-AudtherityHousng Authority of the City of Charleston will offer the family
member(s) the opportunity to enter into an agreement prior to the anniversary of the lease. The
agreement shall gate that the family member(s) agrees to enter into an economic sdf-sufficiency
program or agrees to contribute to community service for as many hours as needed to comply
with the requirement over the past 12-month period. The cure shal occur over the 12-month
period beginning with the date of the agreement and the resdent shdl a the same time stay
current with that year's community service requirement. The first hours a resident earns go
toward the current commitment until the current year's commitment is made.

The volunteer coordinator will assigt the family member in identifying volunteer opportunities and
will track compliance on amonthly bass.

If any applicable family member does not accept the terms of the agreement, does not fulfill their
obligetion to participate in an economic sef-aufficiency program, or fals behind in ther
obligation under the agreement to peform community service, the XYZ—Heudsng
AutherityHousang Authority of the City of Charleston shall take action to terminate the lease.
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PROHIBITION AGAINST REPLACEMENT OF AGENCY EMPLOYEES

In implementing the service requirement, the X~¥-Z-Heusng-AutherityHousng Authority of the |
City of Charleston may not substitute community service or sdf-sufficiency activities performed
by residents for work ordinarily performed by its employees, or replace a job at any location
where residents perform activities to satisfy the service requirement.

RECERTIFICATIONS

At least annudly, the X¥-Z-Heushg-AutherityHousng Authority of the City of Charleston will |
conduct a reexamination of family income and circumstances. The results of the reexamination
determine (1) the rent the family will pay, and (2) whether the family is housed in the correct unit
gze

GENERAL

The X¥-Z-Hoeusng-AudtherityHousing Authority of the City of Charleston will send a notification |
|etter to the family letting them know thét it is time for their annua reexamingtion, giving them the
option of sdecting ether the flat rent or income method, and scheduling an gppointment if they
are currently paying an income rent. If the family thinks they may want to switch from aflat rent
to an income rent, they should request an gppointment. At the gppointment, the family can make
ther find decison regarding which rent method they will choose. The letter dso includes, for
those families paying the income method, forms for the family to complete in preparation for the
interview. The letter includes ingructions permitting the family to reschedule the interview if
necessary. The letter tells families who may need to make dternate arrangements due to a
disability that they may contact staff to request an accommodeation of their needs.

During the gppointment, the X~¥-Z-Heushg-AutherityHousing Authority of the City of Charleston |
will determine whether family composition may require a trandfer to a different bedroom size

unit, and if S0, the family's name will be placed on the trandfer lig.
MISSED APPOINTMENTS

If the family fails to respond to the letter and fails to atend the interview, a second letter will be
mailed. The second letter will advise of a new time and date for the interview, dlowing for the
same condderations for rescheduling and accommodation as above. The letter will also advise
that failure by the family to attend the second scheduled interview will result in the X¥-Z-Heushg
AutherityHousng Authority of the City of Charleston taking eviction actions againgt the family.
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153 FLAT RENTS

The annud |etter to flat rent payers regarding the reexamination process will sate the following:

7.

©

7.
8.

A. Each year a the time of the annud reexamination, the family has the option of
sdecting a flat rent amount in lieu of completing the reexamination process and having
their rent based on the income amount.

B. The amount of the flat rent.

C. A fact sheet about income rents that explains the types of income counted, the
most common types of income excluded, and the categories of alowances that can be
deducted from income.

D. Families who opt for the flat rent will be required to go through the income
reexamination process every three years, rather than the annua review they otherwise
would undergo.

E Families who opt for the flat rent may request to have a reexamination and
return to the income based method at any time for any of the following reasons:

oL The family'sincome has decreased.

5. 2. The family's circumstances have changed increasing their expenses for
child care, medical care, €c.

5. 3. Other circumstances cregting a hardship on the family such that the
income method would be more financidly feasible for the family.

F. The dates upon which the X ¥-Z-Heusing-AuthertyHousng Authority of the City
of Charleston expects to review the amount of the flat rent, the approximate rent

increase the family could expect, and the gpproximate date upon which a future rent
increase could become effective.

G The name and phone number of an individud to cal to get additiond information
or counsdling concerning flat rents.

H. A certification for the family to sign accepting or declining the flat rent.

9. Eachyear prior to their anniversary date, X~Y-Z-Housng-AuthertyHousng Authority of the City

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy

Page 53



of Charleston will send a reexamination letter to the family offering the choice between aflat or
an income rent. The opportunity to sdect the flat rent is available only at this time. At the
appointment, the X~¥-Z-Housng-AutherityHousng Authority of the City of Charleston may assst |
the family in identifying the rent method that would be most advantageous for the family. If the
family wishes to sdect the fla rent method without meeting with the X¥-Z—Heusng
AutherityHousing Authority of the City of Charleston representative, they may make the
seection on the form and return the form to the X¥-Z-Heushg-AutherityHousng Authority of

the City of Charleston. In such case, the X¥-Z-Heusng-AuthertyHousng Authority of the City
of Charleston will cancd the gppointment.

154 THE INCOME METHOD

7. During the interview, the family will provide al information regarding income, assets, expenses,
and other information necessary to determine the family's share of rent. The family will sgn the
HUD consent form and other consent forms that later will be mailed to the sources that will
verify the family circumstances.

7. Upon receipt of verification, the X¥-Z-Heushg-AutherityHousng Authority of the City of |
Charleston will determine the family's annud income and will calculate their rent asfollows.

9. Thetota tenant payment is equd to the highest of:
10.
A. 10% of monthly income;

B. 30% of adjusted monthly income;
C. Thewdfare rent; or

D. The minimum rent.
5.
155 EFFECTIVE DATE OF RENT CHANGES FOR ANNUAL REEXAMINATIONS

7. Thenew rent will generdly be effective upon the anniversary date with thirty (30) days notice of
any rent increase to the family.

7. If the rent determination is delayed due to a reason beyond the control of the family, then any
rent increase will be effective the firg of the month after the month in which the family recaeives a
30-day notice of the amount. If the new rent is a reduction and the delay is beyond the contral
of the family, the reduction will be effective as scheduled on the anniversary date.
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If the family caused the delay, then any increase will be effective on the anniversary date. Any
reduction will be effective the first of the month after the rent amount is determined.

INTERIM REEXAMINATIONS

During an interim reexamination, only the information affected by the changes being reported will
be reviewed and verified.

Families will be required to report any increase in income or decrease in dlowable expenses
between annud reexaminations. The Housing Authority of the City of Charleston will only
increase rent based on new income.

Families are required to report the following changes to the XY-Z-Heusng-AuthertyHousng
Authority of the City of Charleston between regular reexaminaions. If the family's rent is being

determined under the income method, these changes will trigger an interim reexamination. The
family shall report these changes within ten (10) days of their occurrence,

5. A. A member has been added to the family through birth or adoption or court-
awarded custody.

B. A household member isleaving or hasleft the family unit.

In order to add a household member other than through birth or adoption (including a live-in
ade), the family must request that the new member be added to the lease. Before adding the
new member to the lease, the individud must complete an gpplication form stating their income,
asts, and dl other information required of an applicant. The individud must provide ther
Socid Security number if they have one and must verify ther citizenship/digible immigrant satus.
(Their housing will not be delayed due to delays in verifying digible immigrant satus other than
delays caused by the family.) The new family member will go through the screening process
smilar to the process for applicants. The X ¥-Z-Heusng-AudtherityHousng Authority of the City
of Charleston will determine the digibility of theindividud before adding them to the leese. If the
individud is found to be indigible or does not pass the screening criteria, they will be advised in
writing and given the opportunity for an informd review. If they are found to be digible and do
pass the screening criteria, their name will be added to the lease. At the same time, if the
family’s rent is being determined under the income method, the family's annud income will be
recal culated taking into account the circumstances of the new family member. The effective date
of the new rent will be in accordance with Section 15.8. The new member will be added to the
lease if in 0 doing it would creste an overcrowded unit in accordance with the Housing
Authority of the City of Charleston’s Occupancy Standards.
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7. Families are not required to, but may at any time, request an interim reexamination based on a
decrease in income, an increase in dlowable expenses, or other changes in family

circumstances. Upon such request, the X-¥-Z Heusing-AxtherityHousing Authority of the City of |
Charleston will teke timely action to process the interim reexamination and recaculate the

tenant's rent.
15.7 SPECIAL REEXAMINATIONS

If a family's income is too ungtable to project for twelve (12) months, including families that
temporarily have no income (0 renters) or have a temporary decrease in income, the X¥-Z

Housing—AdtherityHousng Authority of the City of Chaleston may schedule specid
reexaminations every sixty (60) days until the income gabilizes and an annud income can be

determined.

158 EFFECTIVE DATE OF RENT CHANGES DUE TO INTERIM OR SPECIAL
REEXAMINATIONS

Unless there is a delay in reexamination processing caused by the family, any rent increase will

be effective the fira of the second month after the month in which the family receives notice of

the new rent amount. If the family causes a delay, then the rent increase will be effective on the

date it would have been effective had the process not been delayed (even if this means a
retroactive increase).

7. If thenew rent isareduction and any ddlay is beyond the contral of the family, the reduction will
be effective the firgt of the month after the interim reexamination should have been completed.

7. If the new rent is a reduction and the family caused the delay or did not report the changein a

timey manner, the change will be effective the firsd of the month after the rent amount is
determined.

16.0 UNIT TRANSFERS
161 OBJECTIVESOF THE TRANSFER POLICY
The objectives of the Transfer Policy include the following:
1. A To address emergency Stuations.

1 B. To fully utilize available housing resources while avoiding overcrowding by
insuring that each family occupies the appropriate Sze unit.
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1. C. To facilitate a relocation when required for modernization or other management
puUrposes.

1 D. To facilitate relocation of families with inadequate housing accommodations.

1. E To provide an incentive for families to asss in meding the XY-Z-Housng
AutherityHousing Authority of the City of Charleston’s deconcentration godl.

1. F. To diminate vacancy loss and other expenses due to unnecessary transfers.
CATEGORIES OF TRANSFERS

Category A: Emergency transfers. These transfers are necessary when conditions pose an
immediate threat to the life, hedth, or safety of afamily or one of its members. Such stuations
may involve defects of the unit or the building in which it is located, the hedth condition of a
family member, a hate crime, the safety of witnesses to a crime, or a law enforcement matter
particular to the neighborhood.

In the event of a fire, accident or natural disaster that results in the dweling unit becoming
uninhabitable, the resdent will be offered dternative accommodations within the complex is an
uncommitted vacant unit in the gppropriate Sze is avalable. If the appropriate Sze is not
available, the family may be overhoused but placed on the trandfer ligt with the transfer being
accomplished at the gppropriate time. If no unit is available within the complex, the family may
be transferred to an gppropriate unit avalable a another Authority owned complex. If the
move is to a Ste where resdents purchase al or some utilities, the resident will pay the cost of

any depodgit required by the utility company.

When the resident is trandferred because the unit has become uninhabitable, the management of
the Authority shal determine the cause of the condition of the unit for the purpose of deciding
whether relocation assstance may be offered to the resident and whether the transfer shall be
consdered permanent. Based on this determination, the following actions will be taken:

7. A. If the condition of the unit is the fault of the Authority, the resdent shal be
provided with relocation assstance such as the cartage of household goods, the cost
and methods of which are to be determined by management. The resident will normaly
be offered the opportunity to return to his origind unit a his own expense, assuming that
the unit can be rehabilitated and is Hill the gppropriate Size for the family.

0. B. If the condition of the unit is the fault of neither the Authority nor the resdent, as
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in the case of anaurd disaster, the Authority may provide such relocation assstance as
management deems appropriate. A transfer to a correctly sized apartment will be
congdered permanent.

10.

11. C. If the condition of the unit was caused by the resdent, his family or guests, no
relocation assistance will be provided and the resdent may be charged for al damages
to Authority property. A transfer to a correctly sized apartment will be consdered
permanent.

12.

13. In the case of fire damages that is the fault of the resdent or a guest, charges
would be enforced to the resident in the form of a deductible amount of $1,000.00.
Theresident is required to make a down payment of no less than $450.00. (In no event
will the Housing Authority permit more than $600.00 to be charged to a resdents
account). In the event the resdent cannot make the down payment, he or she will face
eviction procedure. The resident is required to pay atota of not less than $50.00 in
monthly ingtalments until the deductible amount is paid in full on the remaining baance
(not to exceed a 12 month period). This deductible amount is pad only when the
resdent has been found negligent in the case of fire damages. If by no fault of the
resdent or the cause of the fireis of an undetermined origin, the resdent is not liable for
the deductible amount. The charge for fire damage, repairs, returned check fees and
late rent charges shdl be listed on the schedule of charges for maintenance and repairs
which is posted in each Management office.

14.

15. If a dte requires modernization type work which necesstaies vacating
goartment, the affected resdent will be reocated at the Authority’s expense in avalable
units within the Authority. If determined feasble by management, the Authority will
“atempt” to relocate affected resdents into vacant units within the ste. Other decisons
related to modernization transfer will be made by the Executive Director of hisher
desgnee. The Authority may suspend normd trandfer procedures to facilitate
modernization type activities.

1. Category B: Immediate adminidrative transfers. These transfers are necessary in order to permit
a family needing accessble features to move to a unit with such a feature or to enable
modernization work to proceed.

N

3. Transfers for Approved Medica Reasons — Residents may be transferred from a two-level
gpartment to a single-level gpartment when the Authority determines that there is a complete
and continuing inability to negotiate dars or seps. The Authority may require medica
documentation of aresident’s condition and reserve the right to make its own evauation of such
documentation. Normaly, such transfers will be within the resdent’ s origind complex unlessthe
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gppropriate size and type of unit does not exist on the Ste. No other type of trandfers for hedlth
reasons will be alowed.

Category C. Regular adminidrative trandfers. These transfers are made to offer incentives to
families willing to hdp meet cartan X~¥-Z-Heusng-AutherityHousng Authority of the City of
Charleston occupancy gods, to correct occupancy standards where the unit sze is
ingppropriate for the sze and compogtion of the family, to dlow for non-emergency but
medicdly advisble transfers, and other transfers gpproved by the X¥Z—Heusing
AutherityHousing Authority of the City of Charleston when atransfer is the only or best way of
solving a serious problem.

DOCUMENTATION

When the trandfer is a the request of the family, the family may be required to provide third
party verification of the need for the trandfer.

INCENTIVE TRANSFERS

Transfer requests will be encouraged and gpproved for families who live in a development
where their income category (below or above 30% of area median) predominates and wish to
move to a development where their income category does not predominate.

Families living in multifamily developments have the opportunity to trandfer to scattered-ste
housing. Families approved for such transfers will meet the following igibility criteria

A. Have been atenant in good standing for two years,

7. B. For a minimum of one year, a least one adult family member is enrolled in an
economic self-sufficiency program or isworking at least thirty-five (35) hours per week,
the adult family members are 62 years of age or older or are disabled or are the primary
care giversto others with disabilities,

7. C. Adult members who are required to perform community service have been
current in these respongihilities since the inception of the requirement or for one year
whichever isless,

7. D. The family is current in the payment of dl charges owed to the X¥-Z-Heusng
AutherityHousing Authority of the City of Charleston and has not paid rent late for a
least one year;
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7. E The family passes a current housekeeping ingpection and does not have any
record of housekeeping problems during the last year;

7. F. The family has not materidly violated the lease over the past two years by
disurbing the peaceful enjoyment of their neighbors, by engaging in crimina or drug-
related activity, or by threatening the hedth or safety of tenants or Housing Authority
qeff;

PROCESSING TRANSFERS

Trangfers on the waiting list will be sorted by the categories as outlined in Section 16.2 and
within each category by date and time.

Trandersin category A and B will be housed ahead of any other families, including those on the
goplicant waiting list. Transfersin category A will be housed ahead of transfersin category B.

Trandfers in category C will be housed dong with goplicants for admisson a a ratio of one
transfer for every ten admissons.

Upon offer and acceptance of a unit, the family will execute al lease up documents and pay any
rent and/or security depost when the transfer is complete. The family will be dlowed ten (10)
days to complete atrandfer. The family will be respongble for paying rent at the old unit as well
as the new unit for any period of time they have possession of both. The prorated rent and other
charges must be paid a the time of lease execution.

The following isthe policy for the rgection of an offer to trandfer:

0. A. If the family rgects with good cause any unit offered, they will not lose their
place on the trandfer waiting list.

10.

11. B. If the trandfer is being made a the request of the X¥Z—Housng
AutherityHousng Authority of the City of Charleton and the family rgects an
aopropriate Sze unit within the development they are currently resding in, the family will
be evicted. If the Housing Authority of the City of Charleston offers the family a unit in
a different development from the development the family is currently residing in, the
family may rgect the offer onetime. two offers without good cause, the X~¥-Z-Heusng
AutherityHousng Authority of the City of Charleston will take action to terminate their
tenancy. If the reason for the trandfer is that the current unit is too smal to meet the

XYL Hoeusng—AdthorityHousang Authority of the City of Charleston's optimum
occupancy standards, the family may request in writing to stay in the unit without being
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transferred s0 long as their occupancy will not exceed two people per living/deegping
room.

12.

13. C. If the transfer is being made at the family’s request and the regected offer
provides deconcentration incentives, the family will maintain their place on the transfer
list and will not otherwise be pendized.

14.

D. If the trandfer is being made at the family’ s request, the family may, without good cause
and without pendty, turn down one offer that does not include deconcentration
incentives. After turning down a second such offer without good cause, the family’s
name will be removed from the trandfer list.

16.6 COST OF THE FAMILY'SMOVE

7. Thecog of the transfer generdly will be borne by the family in the following circumstances:
8.
9. A. When the trandfer is made a the request of the family or by others on behdf of
the family (i.e. by the palice);

5. B. When the transfer is needed to move the family to an appropriately sized unit,
ether larger or amdler;

5. C. When the transfer is necessitated because a family with disabilities needs the

accessble unit into which the trandferring family moved (The family without disabilities
sgned a satement to this effect prior to accepting the accessible unit); or

5. D. When the transfer is needed because action or inaction by the family caused the
unit to be unsafe or uninhabitable.

7. The cost of the transfer will be borne by the X~¥Y-Z-Heushg-AutherityHousng Authority of the
City of Charleston in the following circumstances:

A. When the trandfer is needed in order to carry out rehabilitation activities; or

6. B. When action or inaction by the X~¥-Z-Heusng-AutherityHousng Authority of the
City of Charleston has caused the unit to be unsafe or inhabitable.

1.
8. Theresponghility for moving costs in other circumstances will be determined on a case by case
basis.
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16.7 TENANTSIN GOOD STANDING

When the trandfer is & the request of the family, it will not be gpproved unless the family isin

good standing with the X¥-Z-Heusng-AuthertyHousng Authority of the City of Charleston. |
This means the family must be in compliance with their lease, current in al payments to the

Housing Authority, and must pass a housekeeping ingpection.
16.8 TRANSFER REQUESTS

5. A tenant may request a transfer a any time by completing a trandfer request form. In
consdering the request, the X~¥-Z-Housng-AutherityHousng Authority of the City of Charleston |
may request a meeting with the tenant to better understand the need for transfer and to explore
possible alternatives. The X¥-Z Housing-AutherityHousing Authority of the City of Charleston |
will review the request in atimey manner and if a meeting is desred, it shdl contact the tenant
within ten (10) business days of recaipt of the request to schedule a mesting.

7. The X¥-Z-Heusng-AudtherityHousng Authority of the City of Charleston will grant or deny the |
trandfer request in writing within ten (10) business days of receiving the request or holding the
meseting, whichever islater.

5. If thetrandfer is approved, the family's name will be added to the transfer waiting list.

5. If thetrander is denied, the denid letter will advise the family of ther right to utilize the grievance
procedure.

169 RIGHT OF THE X¥£ZHOUSING-AUTHORHYHOUSING AUTHORITY OF THE |
CITY OF CHARLESTON IN TRANSFER POLICY

The provisons listed above are to be used as a guide to insure fair and impartid means of
assigning units for trandfers. It is not intended that this policy will create a property right or any
other type of right for atenant to transfer or refuse to transfer.

17.0 INSPECTIONS

An authorized representative of the X ¥-Z-Heusng-AuthertyHousng Authority of the City of |
Charleston and an adult family member will inspect the premises prior to commencement of

occupancy. A written statement of the condition of the premises will be made, dl equipment will
be provided, and the statement will be signed by both parties with a copy retained in the X2
Heusng-AutherityHousing Authority of the City of Charleston file and a copy given to the family
member. An authorized X¥-Z-Heusng-AudtherityHousing Authority of the City of Charleston
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171

17.2

17.3

17.4

175

representative will ingpect the premises a the time the resdent vacates and will furnish a
satement of any charges to be made provided the resdent turns in the proper notice under
State law. The resident's security deposit can be used to offset againgt any XY-Z-Heusng
AutherityHousing Authority of the City of Charleston damages to the unit.

MOVE-IN INSPECTIONS

The X ¥-Z-Heusing-AutherityHousing Authority of the City of Charleston and an adult member
of the family will ingpect the unit prior to sgning the lease. Both parties will Sgn a written
gatement of the condition of the unit. A copy of the sgned ingpection will be given to the family
and the origind will be placed in the tenant file.

ANNUAL INSPECTIONS

The X¥-Z-Heusng-AutherityHousing Authority of the City of Charleston will ingpect each public
housing unit a least annualy to ensure that each unit meets the X~Y-Z-Housng-AuthertyHousng

Authority of the City of Charleston’s housing standards. Work orders will be submitted and
completed to correct any deficiencies.

PREVENTATIVE MAINTENANCE INSPECTIONS

Thisis generdly conducted adong with the annud ingpection. This ingpection is intended to keep
items in good repair. It checks wesatherization; checks the condition of the smoke detectors,
water heaters, furnaces, automatic thermostats and water temperatures; checks for legks; and
provides an opportunity to change furnace filters and provide other minor servicing that extends
the life of the unit and its equipment.

SPECIAL INSPECTIONS

A specid ingpection may be scheduled to enable HUD or others to ingpect a sample of the
housing stock maintained by the X¥-Z-Heousng-AuthertyHousng Authority of the City of
Charleston.

In addition, if the Housing Authority of the City of Charleston has reason to believe that a unit
has been abandoned and in compliance with South Carolina State Law concerning
abandonment, Housing Authority personnd may enter the unit for inspection.

HOUSEKEEPING INSPECTIONS

Housing Authority of the City of Charleston Admissions and Continued Occupancy Policy

Page 63



17.6

17.7

17.8

17.9

18.0

Generdly, at the time of annua reexamination, or a other times as necessary, the X¥-Z-Heousing
AutherityHousing Authority of the City of Charleston will conduct a housekesping ingpection to
ensure the family is maintaining the unit in a safe and sanitary condition.

NOTICE OF INSPECTION

For ingpections defined as annud ingpections, preventative maintenance ingpections, specid

ingpections, and housekeeping ingpections, the X ¥-Z-Heusing-AuthertyHousing Authority of the
City of Charleston will give the tenant at least two (2) days written notice.

EMERGENCY INSPECTIONS

If any employee and/or agent of the X~¥-Z-Heusng-AutherityHousng Authority of the City of
Charleston has reason to believe that an emergency exigts within the housing unit, the unit can be
entered without notice. The person(s) that enters the unit will leave a written notice to the
resdent that indicates the date and time the unit was entered and the reason why it was
necessary to enter the unit.

PRE-MOVE-OUT INSPECTIONS

When a tenant gives notice that they intend to move, the X¥-Z-Heusng-AuthertyHousng
Authority of the City of Charleston will offer to schedule a pre-move-out inspection with the

family. The ingpection dlows the X¥-Z-Heusng-AuthertyHousng Authority of the City of
Charleston to help the family identify any problems which, if left uncorrected, could lead to

vacate charges. Thisingpection is a courtesy to the family and has been found to be helpful both

in reducing cods to the family and in enabling the X~¥-Z-Heusing-AutherityHousng Authority of
the City of Charleston to ready units more quickly for the future occupants.

MOVE-OUT INSPECTIONS
The X¥-ZHeusng-AudtherityHousing Authority of the City of Charleston conducts the move-out
ingpection after the tenant vacates to assess the condition of the unit and determine respongibility

for any needed repairs. When possible, the tenant is notified of the ingpection and is encouraged
to be present. This ingpection becomes the basis for any claims that may be assessed againg the

Security deposit.

PET POLICY

Reserved
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19.0 REPAYMENT AGREEMENTS

When aresident owes the X¥-Z-Housng-AuthertyHousng Authority of the City of Charleston |
back charges and is unable to pay the balance by the due date, the resident may request that the
XNY-Z-Heousng-AdthertyHousng Authority of the City of Charleston alow them to enter into a
Repayment Agreement. The XY-Z—Heusng—AdtherityHousng Authority of the City of
Charleston has the sole discretion of whether to accept such an agreement. All Repayment
Agreements must assure that the full payment is made within a period not to exceed twelve (12)
months.  The maximum amount for which the Housing Authority will enter into a repayment
agreement with a family is $600.00. All Repayment Agreements must be in writing and sgned
by both parties. Falure to comply with the Repayment Agreement terms may subject the
Resident to eviction procedures.

When families owe money to the Housng Authority, the Housing Authority will make every
effort to collect it. The Housing Authority will use a variety of collection tools to recover debts
including by not limited to:

A. Requests for lump sum payments

B. Repayment Agreement

C. Income Tax Set Off

Note: If the housing authority has a minimum rent greater than $0, they must allow

for repayment agreements for those tenants whose rental amount is the minimum rent
and who have had their rent abated for atemporary period.

191 REPAYMENT SCHEDULE FOR MONIESOWED TO THE HOUSING
AUTHORITY
The following are some circumstances in which the Housing Authority will not enter into a
repayment agreement:
A. If the family already has a repayment agreement in place.
B. If the Housing Authority determines that the family committed program fraud a second

time.
19.2 LATE PAYMENTS
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20.0

20.1

20.2

A payment will be consdered to be in arrearsif:

A. The payment is not received by the close of the business day, 5 business days after the
due date.

If the family’s repayment agreement is in arrears, the Housing Authority will at the discretion of
the manager:

A. Require the family to pay the baancein full
B. Terminate tenancy
C. Grant an extension

If the family requests a transfer to another unit and has a repayment agreement in place and the
repayment agreement is not in arrear's:

A. The family will be required to pay the balance in full prior to the unit trandfer.

TERMINATION
TERMINATION BY TENANT

The tenant may terminate the lease a any time upon submitting a 15-day written notice. If the
tenant vacates prior to the end of the fifteen (15) days, they will be responsible for rent through
the end of the notice period or until the unit is re-rented, whichever occursfirs.

TERMINATION BY THE HOUSING AUTHORITY

After October 1, 2000, the X¥-Z Heusing-AutherityHousing Authority of the City of Charleston |
will not renew the lease of any family tha is not in compliance with the community service
requirement or an approved Agreement to Cure. If they do not voluntarily leave the property,
eviction proceedings will begin.

The X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston will terminate the lease |
for serious or repeated violations of materid lease terms. Such violations include but are not
limited to the following:

A. Nonpayment of rent or other charges,
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20.3

M.

A higory of late rental payments (3 times within a 12 month period may be cause for
termination);

Fallure to provide timely and accurate information regarding family compostion, income
circumgtances, or other information related to digibility or rent;

Fallure to dlow ingpection of the unit;
Fallure to maintain the unit in a safe and sanitary manner;
Assgnment or subletting of the premises,

Use of the premises for purposes other than as a dwelling unit (other than for housing
authority approved resident businesses);

Dedtruction of property;

Acts of destruction, defacement, or remova of any part of the premises or falure to
cause guests to refrain from such acts;

Any crimind activity on the property or drug-related crimind activity on or off the
premises. Thisincludes but is not limited to the manufacture of methamphetamine on the

premises of the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston;

Non-compliance with Non-Citizen Rule requirements,

Permitting persons not on the lease to reside in the unit more than fourteen (14) days
each year without the prior written gpprova of the Housing Authority; and

Other good cause.

The X¥-Z-Heusng-AudtherityHousing Authority of the City of Charleston will take immediate
action to evict any household that includes an individua who is subject to a lifetime regigtration
requirement under a State sex offender registration program.

ABANDONMENT

The X¥-Z-Heusng-AuthertyHousng Authority of the City of Charleston will consder a unit to
be abandoned when a resdent has both falen behind in rent AND has clearly indicated by
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words or actions an intention not to continue living in the unit in accordance with South Carolina
State Law.

When a unit has been abandoned, an X~¥-Z-Heusing-AudtherityHousing Authority of the City of |
Charleston representative may enter the unit and remove any abandoned property. It will be
stored in a reasonably secure place if the abandoned property is valued a $500 or more. A
notice will be mailed to the resdent stating where the property is being stored and when it will
be sold. If the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston does not |
have a new address for the resdent, the notice will be mailed to the unit address so it can be
forwarded by the post office.

Any money raised by the sde of the property goes to cover money owed by the family to the
XN¥-Z - Heousng-AdtherityHousng Authority of the City of Charleston such as back rent and the |
cost of soring and sdlling the goods. If there is any money left over and the family’ s forwarding
address is known the X¥-Z-Heusng-AutherityHousng Authority of the City of Charleston will ‘
mall it to the family. If the family’s address is not known, the X~-Z-Heusng-AutherityHousng
Authority of the City of Charleston will keep it for the resident for one year. If it is not claimed
within that time, it belongs to the X¥.Z Heusing-AutherityHousing Authority of the City of |
Charleston.

Within 30 days of learning of an abandonment, the X~¥-Z-Heusng-AutherityHousng Authority of ‘
the City of Charleston will either return the deposit or provide a statement of why the depost is

being kept.

204 RETURN OF SECURITY DEPOSIT

After a family moves out, the X¥-Z-Heousng-AutherityHousng Authority of the City of |
Charleston will return the security deposit within 30 or give the family awritten satement of why

al or pat of the security depost is being kept. The renta unit must be restored to the same
conditions as when the family moved in, except for norma wear and tear. Deposits will not be
used to cover normal wear and tear or damage that existed when the family moved in.

If State law requires the payment of interest on security deposts, it shal be complied with.
The X¥.Z-Heusing-AutherityHousing Authority of the City of Charleston will be considered in |

compliance with the above if the required payment, statement, or both, are depodted in the
U.S. mail with first class postage paid within 30 days.
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GLOSSARY

50058 Form: The HUD form that housing authorities are required to complete for each asssted
household in public housing to record information used in the certification and re-certification process
and, at the option of the housing authority, for interim reexaminations.

1937 Housing Act: The United States Housing Act of 1937 (42 U.S.C. 1437 et seq.) (24 CFR
5.100)

Adjusted Annual Income: The amount of household income, &fter deductions for specified
alowances, on which tenant rent is based. (24 CFR 5.611)

Adult: A household member who is 18 years or older or who is the head of the household, or spouse,
or co-head.

Allowances: Amounts deducted from the household's annua income in determining adjusted annua
income (the income amount used in the rent caculation). Allowances are given for dderly families,
dependents, medica expenses for ederly families, disability expenses, and child care expenses for
children under 13 years of age. Other alowance can be given at the discretion of the housing authority.

Annual Contributions Contract (ACC): The written contract between HUD and a housing authority
under which HUD agrees to provide funding for a program under the 1937 Act, and the housing
authority agrees to comply with HUD requirements for the program. (24 CFR 5.403)

Annual Income: All amounts, monetary or not, that:

A. Go to (or on behdf of) the family head or spouse (even if temporarily absent) or to any
other family member; or

B. Are anticipated to be received from a source outside the family during the 12-month
period following admission or annua reexamination effective date; and

C. Are not specificaly excluded from annua income.

Annua Income aso includes amounts derived (during the 12-month period) from assets to which any
member of the family has access. (1937 Housing Act; 24 CFR 5.609)

Applicant (applicant family): A person or family that has gpplied for admisson to a program but is
not yet a participant in the program. (24 CFR 5.403)
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As-Paid States. States where the wdfare agency adjusts the shelter and utility component of the
welfare grant in accordance with actua housing costs. Currently, the four as-pad States are New
Hampshire, New Y ork, Oregon, and Vermont.

Assets. The vaue of equity in savings, checking, IRA and Keogh accounts, red property, stocks,
bonds, and other forms of capital investment. The value of necessary items of persona property such as
furniture and automobiles are not counted as assets. (Also see "net family assets”)

Asset Income: Income received from assets held by family members. If assats total more than $5,000,
income from the assets is "imputed” and the greater of actua asset income and imputed asset income is
counted in annua income. (See "imputed asset income' below.)

Assistance applicant: A family or individua that seeks admission to the public housing program.
Ceiling Rent: Maximum rent alowed for some unitsin public housing projects.

Certification: The examination of a household's income, expenses, and family compostion to
determine the family's digibility for program participation and to caculate the family's share of rent.

Child: For purposes of citizenship regulations, a member of the family other than the family head or
spouse who is under 18 years of age. (24 CFR 5.504(b))

Child Care Expenses. Amounts anticipated to be paid by the family for the care of children under 13
years of age during the period for which annua income is computed, but only where such care is
necessay to enable a family member to activey seek employment, be gainfully employed, or to further
his or her education and only to the extent such amounts are not reimbursed. The amount deducted shdll
reflect reasonable charges for child care. In the case of child care necessary to permit employment, the
amount deducted shdl not exceed the amount of employment income that is included in annud income.
(24 CFR 5.603(d))

Citizen: A citizen or nationd of the United States. (24 CFR 5.504(b))

Community service: The performance of voluntary work or duties that are a public benefit and that
serve to improve the qudity of life, enhance resdent sdf-sufficiency, or increase resdent sdf-
responghility in the community. Community service is not employment and may not incdlude political
activities.

Consent Form: Any consent form agpproved by HUD to be signed by assstance applicants and
participants for the purpose of obtaining income information from employers and SWICAS, return
information from the Socid Security Adminigtration, and return information for unearned income from
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the Internal Revenue Service. The consent forms may authorize the collection of other information from
ass stance gpplicants or participant to determine eigibility or level of benefits. (24 CFR 5.214)

Covered Families. Families who receve wdfare assstance or other public assstance benefits
("welfare benefits') from a State or other public agency ("wefare agency™) under a program for which
Federd, State, or locd law requires that a member of the family must participate in an economic self-
sufficiency program as a condition for such assstance.

Decent, Safe, and Sanitary: Housing is decent, safe, and sanitary if it satisfies the gpplicable housing
qudity standards.

Department: The Department of Housing and Urban Development. (24 CFR 5.100)

Dependent: A member of the family (except foster children and foster adults), other than the family heed
or pouse, who is under 18 years of age or is a person with a disability or is a full-time student. (24 CFR
5.603(d))

Dependent Allowance: An amount, equa to $480 multiplied by the number of dependents, thet is
deducted from the household's annua income in determining adjusted annud income.

Disability Assistance Expenses. Reasonable expenses that are anticipated, during the period for which
annud income is computed, for atendant care and auxiliary apparatus for a disabled family member and
that are necessary to enable a family member (including the disabled member) to be employed, provided
that the expenses are neither paid to a member of the family nor reimbursed by an outside source. (24
CFR 5.603(d))

Disability Assistance Expense Allowance: In determining adjusted annud income, the amount of
disability assgtance expenses deducted from annud income for families with a disabled household
member.

Disabled Family: A family whose head, spouse, or sole member is a person with disabilities; two or
more persons with disahilities living together; or one or more persons with disabilities living with one or
more live-in aides. (24 CFR 5.403(b)) (Also see "person with disabilities.)

Disabled Person: See"person with disabilities.

Displaced Family: A family in which each member, or whose sole member, is a person displaced by
governmenta action (such as urban renewd), or a person whose dwelling has been extensively damaged
or destroyed as a result of a disaster declared or otherwise formally recognized pursuant to Federd
disaster relief laws. (24 CFR 5.403(b))
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Displaced Person: A person displaced by governmenta action or a person whose dwelling has been
extensvely damaged or destroyed as a result of a disaster declared or otherwise formally recognized
pursuant to Federd disaster relief laws. [ 1937 Act]

Drug-Related Criminal Activity: Drug trafficking or the illegdl use, or possession for persond use, of a
controlled substance as defined in Section 102 of the Controlled Substances Act (21 U.S.C. 802.

Economic sdf-sufficiency program: Any program designed to encourage, assig, train or facilitate the
economic independence of HUD-asssted families or to provide work for such families. These programs
include programs for job training, employment counsding, work placement, basic skills training,
education, English proficiency, workfare, financia or household management, gpprenticeship, and any
program necessary to ready a participant for work (including a substance abuse or mentd hedth
treatment program), or other work activities.

Elderly Family: A family whose head, spouse, or sole member is a person who is at least 62 years of
age; two or more persons who are at least 62 years of age living together; or one or more persons who
are a least 62 years of age living with one or more live-in aides. (24 CFR 5.403)

Elderly Family Allowance For ederly families, an dlowance of $400 is deducted from the
household's annud income in determining adjusted annud income.

Elderly Person: A person who isat least 62 years of age. (1937 Housing Act)

Extremely low-income families: Those families whose incomes do not exceed 30% of the median
income for the area, as determined by HUD with adjustments for smaler and larger families, except that
HUD may establish income cellings higher or lower than 30% of the median income for the areaif HUD
finds that such variaions are necessary because of unusudly high or low family incomes.

Fair Housing Act: Title VIII of the Civil Rights Act of 1968, as amended by the Fair Housng
Amendments Act of 1988 (42 U.S.C. 3601 et seq.). (24 CFR 5.100)

Family includes but is not limited to:
A. A family with or without children;
B. An dderly family,

C. A near-ddely family;
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D. A disbled family;
E A displaced family;
F. The remaining member of atenant family; and

G A single person who is not an ederly or digplaced person, a person with disabilities, or
the remaining member of atenant family. (24 CFR 5.403)

Family Members. All members of the household other than live-in aides, foster children, and foster
adults. All family members permanently resde in the unit, though they may be temporarily absent. All
family members are listed on the lease.

Family Sdf-Sufficiency Program (FSS Program): The program established by a housing authority to
promote sdf-sufficiency among participating families, including the coordination of supportive services.
(24 CFR 984.103(b))

Flat Rent: A rent amount the family may choose to pay in lieu of having their rent determined under the
income method. The flat rent is established by the housing authority set at the lesser of the market vaue
for the unit or the cogt to operate the unit. Families sdecting the flat rent option have their income
evauated once every three years, rather than annudly.

Full-Time Student: A person who is attending school or vocationd training on a full-time basis.

Head of Household: The adult member of the family who is the head of the household for purposes of
determining income eligibility and rent. (24 CFR 5.504(b))

Household Members: All members of the household including members of the family, live-in aides,
fogter children, and foster adults. All household members are listed on the lease, and no one other than
household members are listed on the lease.

Housing Assistance Plan: A housing plan that is submitted by a unit of generd locd government and
approved by HUD as being acceptable under the standards of 24 CFR 570.

Imputed Income: For households with net family assets of more than $5,000, the amount caculated by
multiplying net family assats by a HUD-specified percentage. If imputed income is more than actud
income from assets, the imputed amount is used as income from assets in determining annud income.
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I mputed welfar e income: The amount of annud income not actudly recelved by afamily, asaresult of
a specified wefare benefit reduction, that is nonethdess included in the family's annud income for
purpaoses of determining rent.

In-Kind Payments. Contributions other than cash made to the family or to a family member in
exchange for services provided or for the generd support of the family (e.g., groceries provided on a
weekly badis, baby sitting provided on aregular bass).

Income Method: A means of cdculating a family's rent based on 10% of their monthly income, 30%
of their adjusted monthly income, the welfare rent, or the minimum rent. Under the income method, rents
may be capped by a caling rent. Under this method, the family'sincome is evaluated a least annudly.
Interim (examination): A reexamination of a family income, expenses, and household composition
conducted between the regular annud recertifications when a change in a household's circumstances
warrants such a reexamination.

Live-ln Aide: A person who resides with one or more elderly persons, near-elderly persons, or
persons with disabilities and who:

A. Is determined to be essentid to the care and well- being of the persons,
B. Is not obligated for the support of the persons, and

C. Would not be living in the unit except to provide the necessary supportive services. (24
CFR 5.403(b))

L ow-Income Families. Those families whose incomes do not exceed 80% of the median income for
the areq, as determined by HUD with adjustments for smaler and larger families, except that HUD may
edtablish income ceilings higher or lower than 80% of the median for the area on the bass of HUD's
findings that such variaions are necessary because of unusudly high or low family incomes.

Medical Expenses. Medica expenses (of adl family members of an dderly or dissbled family),
including medica insurance premiums, that are anticipated during the period for which annud income is
computed and that are not covered by insurance. (24 CFR 5.603(d)). These expenses include, but are
not limited to, prescription and non-prescription drugs, codts for doctors, dentidts, therapists, medical
facilities, care for a service animdls, trangportation for medical purposes.

Mixed Family: A family whose members indude those with ditizenship or digible immigration saus
and those without citizenship or digible immigration satus. (24 CFR 5.504(b))
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Mixed population development: A public housng development, or portion of a development, that
was reserved for dderly and disabled families at its inception (and has retained that character). If the
development was not so reserved at its inception, the PHA has obtained HUD approva to give
preference in tenant sdection for al units in the development (or portion of development) to ederly
families and disabled families. These deve opments were formerly known as ederly projects.

Monthly Adjusted Income: One twelfth of adjusted income. (24 CFR 5.603(d))
Monthly Income: One twelfth of annua income. (24 CFR 5.603(d))

National: A person who owes permanent dlegiance to the United States, for example, as a result of
birth in aUnited States territory or possession. (24 CFR 5.504(b))

Near-Elderly Family: A family whose head, spouse, or sole member is a person who is at least 50
years of age but below the age of 62; two or more persons, who are at least 50 years of age but below
the age of 62, living together; or one or more persons who are at least 50 years of age but below the
age of 62 living with one or more live-in aides. (24 CFR 5.403(b))

Net Family Assets:

A. Net cash vaue after deducting reasonable costs that would be incurred in digposing of
red property, savings, stocks, bonds, and other forms of capitd investment, excluding
interests in Indian trust land and excluding equity accounts in HUD homeownership
programs. The vaue of necessary items of persona property such as furniture and
automobiles shall be excluded.

B. In cases where a trust fund has been established and the trust is not revocable by, or
under the control of, any member of the family or household, the vaue of the trust fund
will not be consdered an asset s0 long as the fund continues to be held in trust. Any
income distributed from the trust fund shal be counted when determining annua income.

C. In determining net family assets, housing authorities or owners, as gpplicable, shdl
include the value of any business or family assets disposed of by an applicant or tenant
for less than fair market vaue (including a digposition in trust, but not in a foreclosure or
bankruptcy sde) during the two years preceding the date of application for the program
or reexamination, as gpplicable, in excess of the consideration received therefor. In the
case of a digpogtion as part of a separation or divorce settlement, the disposition will
not be considered to be for less than fair market value if the gpplicant or tenant receives
important condderation not measurable in dollar terms. (24 CFR 5.603(d))
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Non-Citizen: A person who is neither a citizen nor nationa of the United States. (24 CFR 5.504(b))

Occupancy Standards. The dandards that a housing authority establishes for determining the
gppropriate number of bedrooms needed to house families of different sizes or composition

Participant: A family or individua thet is asssted by the public housing program.
Person with Disabilities: A person who:
A. Has a disability as defined in 42 U.S.C. 423

B. Is determined, pursuant to HUD regulations, to have a physicd, mentd, or emotiona
imparment that:

1 Is expected to be of long-continued and indefinite duration;
2. Subgtantidly impedes his or her ahility to live independently; and

3. Is of such a nature that the ability to live independently could be improved by
more suitable housing conditions; or

C. Has a developmentd disability as defined in 42 U.S.C. 6001

This definition does not exclude persons who have the disease of acquired
immunodeficiency syndrome or any conditions arisng from the etiologic agent for
acquired immunodeficiency syndrome.

For purposes of quaifying for low-income housing, it does not include a person whose
disability is based solely on any drug or dcohol dependence

Previoudy unemployed: This includes a person who has earned, in the 12 months previous to
employment, no more than would be received for 10 hours of work per week for 50 weeks at the
established minimum wage.

Processing Entity: The person or entity that is responsble for making digibility and reated
determinations and an income reexamination. In the Section 8 and public housing programs, the
processing entity is the respongbility entity.

Proration of Assistance: The reduction in a family's housng assstance payment to reflect the
proportion of family membersin amixed family who are digible for assstance. (24 CFR5.520)
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Public Housng: Housing asssted under the 1937 Act, other than under Section 8. Public housing
includes dwelling units in a mixed-finance project that are assisted by a PHA with capita or operating
funds.

Public Housng Agency (PHA): Any Stae, county, municipdity, or other governmentd entity or
public body (or agency or indrumentdity thereof) which is authorized to engage in or assg in the
development or operation of low-income housing under the 1937 Housing Act. (24 CFR 5.100)

Recertification: The annua reexamination of a family's income, expenses, and compostion to
determine the family's rent.

Remaining Member of a Tenant Family: A member of the family listed on the lease who continues
to live in the public housing dwelling after dl other family members have left. (Handbook 7565.1 REV-
2, 3-5h.)

Responsible Entity:

A. For the public housing program, the Section 8 tenant-based assistance program 24
CFR 982), and the Section 8 project-based certificate or voucher program (24 CFR
983), and the Section 8 moderate rehabilitation program (24 CFR 882), responsble
entity means the PHA adminigtering the program under an ACC with HUD,;

B. For dl other Section 8 programs, responsible entity means the Section 8 project owner.
Sdf-Declaration: A type of verification statement by the tenant as to the amount and source of
income, expenses, or family compostion. Sdf-declaration is acceptable verification only when third-

party verification or documentation cannot be obtained.

Shelter Allowance: That portion of a welfare benefit (e.g., TANF) that the welfare agency designates
to be used for rent and utilities.

Single Person: Someone living done or intending to live done who does not qudify as an dderly
family, a person with disabilities, a displaced person, or the remaining member of atenant family. (Public
Housing: Handbook 7465.1 REV-2, 3-5)
Specified Welfar e Benefit Reduction:

A. A reduction of welfare benefits by the welfare agency, in whole or in part, for a family
member, as determined by the welfare agency, because of fraud by afamily member in
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connection wit the wefare program; or because of welfare agency sanction againgt a
family member for noncompliance with a welfare agency requirement to participate in an
economic sdf-sufficiency program.

B. "Specified welfare benefit reduction” does not include a reduction or termination of
welfare benefits by the welfare agency:
1. a the expiration of alifetime or other time limit on the payment
of welfare benefits,
2. because a family member is not able to obtain employment,

even though the family member has complied with wefare agency economic
sf-aufficiency or work activities requirements; or

3. because a family member has not complied with other welfare
agency requirements.

State Wage Information Collection Agency (SWICA): The State agency receiving quarterly wage
reports from employers in the State or an dternative system that has been determined by the Secretary
of Labor to be as effective and timely in providing employment-related income and digibility
information. (24 CFR 5.214)

Temporary Assistance to Needy Families (TANF): The program that replaced the Assstance to
Families with Dependent Children (AFDC) that provides financid assistance to needy families who meet
program digibility criteria Benefits are limited to a specified time period.

Tenant: The person or family renting or occupying an assisted dwelling unit. (24 CFR 5.504(b))

Tenant Rent: The amount payable monthly by the family as rent to the housing authority. Where al
utilities (except telephone) and other essentid housing services are supplied by the housing authority or
owner, tenant rent equals totd tenant payment. Where some or dl utilities (except telephone) and other
essentid housing services are supplied by the housing authority and the cost thereof is not included in the
amount paid as rent, tenant rent equas total tenant payment less the utility alowance. (24 CFR
5.603(d))

Third-Party (verification): Written or ord confirmation of a family's income, expenses, or household
composition provided by a source outsde the househol d.

Total Tenant Payment (TTP):
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A. Tota tenant payment for families whose initid lease is effective on or after August 1,
1982:

1. Totd tenant payment is the amount caculated under Section 3(a)(1) of the
1937 Act which isthe higher of :

a 30% of the family’s monthly adjusted income;
b. 10% of the family’s monthly income; or

C. If the family is receiving payments for welfare assstance from a public
agency and a part of such payments, adjusted in accordance with the
family’s actud housing codts, is specificdly desgnated by such agency
to meet the family’s housing cogts, the portion of such payments which
IS S0 designated.

If the family's welfare assstance is ratably reduced from the standard of need by
applying a percentage, the amount calculated under section 3(a)(1) shdl be the
amount resulting from one gpplication of the percentage.

2. Totd tenant payment for families resding in public housng does not include
charges for excess utility consumption or other miscellaneous charges.

B. Tota tenant payment for families resding in public housng whose initid lease was
effective before August 1, 1982: Paragraphs (b) and (c) of 24 CFR 913.107, as it
exiged immediately before November 18, 1996), will continue to govern the tota
tenant payment of families, under a public housng program, whose initid lease was
effective before August 1, 1982.

Utility Allowance: If the cost of utilities (except telephone) and other housing services for an assisted
unit is not included in the tenant rent but is the respongbility of the family occupying the unit, an amount
equa to the estimate made by a housing authority of the monthly cost of a reasonable consumption of
such utilities and other services for the unit by an energy-consarvative household of modest
circumstances condstent with the requirements of a safe, sanitary, and hedthful living environment. (24
CFR 5.603)

Utility Reimbursement: The amount, if any, by which the utility alowance for the unit, if gpplicable,
exceeds the totd tenant payment for the family occupying the unit. (24 CFR 5.603)
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Very Low-Income Families: Families whose incomes do not exceed 50% of the median family
income for the area, as determined by HUD with adjustments for smaler and larger families, except that
HUD may establish income cellings higher or lower than 50% of the median for the area if HUD finds
that such variations are necessary because of unusudly high or low family incomes.

Welfare Assistance: Welfare or other payments to families or individuas, based on need, tha are
made under programs funded by Federd, State or loca governments. (24 CFR 5.603(d))

Welfare Rent: In "as-pad" wdfare programs, the amount of the welfare benefit designated for shelter
and utilities.
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ACRONYMS

ACC Annua Contributions Contract

CFR Code of Federd Regulations

FSS Family Sdf Sufficiency (program)

HCDA  Housng and Community Development Act

HQS Housing Qudity Standards

HUD Department of Housing and Urban Devel opment

INS (U.S) Immigration and Naturalization Service

NAHA  (Cranston-Gonzalez) Nationa Affordable Housing Act
NOFA  Notice of Funding Availahility

OMB (U.S) Office of Management and Budget

PHA Public Housng Agency

QHWRA Quadity Housing and Work Responghility Act of 1998
SSA Socid Security Administration

TTP Tota Tenant Payment
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Public Housing Drug Elimination Program Plan

Note: THIS PHDEP Plan template (HUD 50075-PHDEP Plan) isto be completed in accor dance with
Instructions located in applicable PIH Notices.

Annual PHDEP Plan Table of Contents:
1 General Information/History

2. PHDEP Plan Goals/Budget

3. Milestones

4, Certifications

Section 1. General Information/History

A. Amount of PHDEP Grant $304,179

B. Eligibility type (Indicatewith an “x”) N1 N2 R_X
C. FFY inwhich funding isrequested 2000

D. Executive Summary of Annual PHDEP Plan
In the space below, provide a brief overview of the PHDEP Plan, including highlights of major initiatives or activities undertaken. It may
include a description of the expected outcomes. The summary must not be more than five (5) sentences long

The Housing Authority of the City of Charleston will employ increased law enforcement and drug prevention activitiesto
attack the problem of drug related crime. Through a contract for additiona services, the police department will
provide an officer to augment existing law enforcement. We will continue a comprehensve drug prevention
program targeting youth and their families. We will broaden our scope of program to include more opportunities for
familiesto gain sdf-sufficency.

E. Target Areas

Compl ete the following table by indicating each PHDEP Target Area (development or site where activities will be conducted), the total
number of unitsin each PHDEP Target Area, and the total number of individuals expected to participate in PHDEP sponsored activities
in each Target Area.

PHDEP Target Areas Total # of Unitswithin Total Population to
(Name of development(s) or site) the PHDEP Target be Served within the
Area(s) PHDEP Target
Area(s)

Gadsden Green 264 100%

Kiawah Homes 60 100%

M eeting Street Manor/Cooper River Court 472 100%
Wraggborough Homes 178 100%

Edmond Jenkins 28 100%

Robert Mills Manor 257 100%

F. Duration of Program
Indicate the duration (number of months funds will be required) of the PHDEP Program proposed under this Plan (place an “x” to
indicate the length of program by # of months. For “Other”, identify the # of months).

6 Months 12 Months 18 Months 24 Months X Other

PHDEP Plan, page1
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G. PHDEP Program Higory

Indicate each FY that funding has been received under the PHDEP Program (place an “x” by each applicable Y ear) and provide amount
of funding received. If previously funded programshave not been closed out at the time of this submission, indicate the fund balance
and anticipated completion date. For grant extensions received, place“GE” in column or “W” for waivers.

Fiscal Year of PHDEP Grant # Fund Balance as Grant Anticipated

Funding Funding of Date of this Extensions | Completion
Received Submission or Waivers Date

FY 1995 372,453 SC16DEP0010195 0 CLOSED

FY 1996 374,333 SC16DEP0010196 0 CLOSED

FY 1997 344,508 SC16DEP0010197 0 CLOSED

FY 1998 344,924 SC16DEP0010198 0 CLOSED

FY 1999 291,861 SC16DEP0010199 291,861 CLOSED

Section 2: PHDEP Plan Goals and Budget

A. PHDEP Plan Summary

In the space below, summarize the PHDEP strategy to address the needs of the target population/target area(s). Y our summary should
briefly identify: the broad goals and objectives, the role of plan partners, and your system or process for monitoring and evaluating
PHDEP-funded activities. This summary should not exceed 5-10 sentences.

B. PHDEP Budget Summary

Enter the total amount of PHDEP funding allocated to each line item.

FY99 _ PHDEP Budget Summary

Budget Lineltem

Total Funding

9110 — Reimbursement of Law Enforcement

43,037

9120 - Security Personnel

9130 — Employment of Investigators

9140 - Voluntary Tenant Patrol

9150 - Physical Improvements

261,142

9160 - Drug Prevention

9170 - Drug Intervention

9180 - Drug Treatment

9190 - Other Program Costs

TOTAL PHDEP FUNDING

304,179
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C. PHDEP Plan Goalsand Activities

In the tables below, provide information on the PHDEP strategy summarized above by budget lineitem. Each goal and objective should
be numbered sequentially for each budget line item (where applicable). Use as many rows as necessary to list proposed activities
(additional rows may beinserted in thetables). PHASs are not required to provide information in shaded boxes. Information provided
must be concise—not to exceed two sentencesin any column. Tablesfor lineitemsin which the PHA has no planned goals or

activities may be deleted.

9110 — Reimbur sement of L aw Enfor cement

Total PHDEP Funding: $43,037

Goal(s) 1-Decrease crimein public housing
2-Drug activity in and around public housing will decrease
Objectives 1- To decrease the number of domestic violence reportsin public housing

2- To decrease the number of residents who say they don't feel safe
3- To decrease the overall number of criminal incidents by 5%

Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding Funding
S Date (Amount/
Served Source)
1.Continue contract for 1/5/01 | 1/5/03 43,037 0 1-Police Reports
police officer 2- Strategic planning
with palice officers
2.
3.
9120 - Security Personnel Total PHDEP Funding: $
Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding | Funding
s Date (Amount
Served /Source)
1
2.
3.
9130 — Employment of Investigators Total PHDEP Funding: $
Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding Funding
s Date (Amount
Served /Source)
1
2.
3.
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9140 — Voluntary Tenant Patrol

Total PHDEP Funding: $

Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding | Funding
S Date (Amount
Served /Source)
1
2.
3.
9150 - Physical Improvements Total PHDEP Funding: $
Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding | Funding
s Date (Amount
Served /Source)
1
2.
3.

9160 - Drug Prevention

Total PHDEP Funding: $261,142

Goal(s) 1-Provide aternative programs for young peoplein public housing
2- Familiesin public housing will become self sufficient
Objectives 1- Toincrease by 10% the number of students graduating from high school

2- Toannually return 60% of expelled studentsto the regular classroom
3- To have at least 75 participantsinvolved in the Family Self- Sufficiency Program
4- To increase by 10% the number of families being economicall

viable for home ownership

Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding Funding
s Date (Amount
Served /Source)
1 Continue drug prevention | 500 Youth 1/5/01 | 1/5/03 87,047 Number of youth
activitiesfor youth. attending programs
2.Monitor the studentsin 200 Youth 1/5/01 | 1/5/03 87,047 Maintain records and
the Out-Of School Program follow-up students
suspended and expelled
3.Provide resources and 1327 Adults 1/5/01 | 1/5/03 87,048 Maintaining records of
referralsfor families the number of families
visiting Resource Center

PHDEP Plan, page 4
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9170 - Drug Intervention

Total PHDEP Funding: $

Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding | Funding
S Date (Amount
Served /Source)
1
2.
3.
9180 - Drug Treatment Total PHDEP Funding: $
Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding | Funding
s Date (Amount
Served /Source)
1
2.
3.
9190 - Other Program Costs Total PHDEP Funds $
Goal(s)
Objectives
Proposed Activities # of Target Start Expected PHEDEP Other Performance Indicators
Person Population Date Complete | Funding Funding
s Date (Amount
Served /Source)
1
2.
3.

Section 3: Expenditure/Obligation Milestones

Indicate by Budget Line Item and the Proposed Activity (based on the information contained in Section 2 PHDEP Plan Budget and
Goals), the % of fundsthat will be expended (at least 25% of the total grant award) and obligated (at least 50% of the total grant award)
within 12 months of grant execution.
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Budget Line 25% Expenditure Total PHDEP 50% Obligation of Total PHDEP
Item # of Total Grant Funding Expended | Total Grant Funds | Funding Obligated
Funds By Activity (sum of the by Activity # (sum of the
# activities) activities)

e.g Budget Line Activities 1, 3 Activity 2

Item# 9120

9110 10,759 10,759 21519 43,037

9120

9130

9140

9150

9160 1- 21,762 65,286 1-43523 261,142
2-21,762 2-43523
3-21,762 343523

9170

9180

9190

TOTAL 76,045 76,045 152,088 304,179

Section 4: Certifications

A comprehensve certification of compliance with respect to the PHDEP Plan submission isincluded in the “PHA
Certifications of Compliance with the PHA Plan and Related Regulations.”
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Housing Authority of the City of Charleston
Section 8 Administrative Plan

Chapter 1
STATEMENT OF POLICIESAND OBJECTIVES
INTRODUCTION

The Section 8 Program was enacted as part of the Housing and Community Development Act of 1974,
which recodified the U.S. Housing Act of 1937. The Act has been amended from time to time, and its
requirements, as they apply to the Section 8 Tenant-Based Assistance Program, is described in and
implemented throughout this Administrative Plan. The Section 8 rentd assistance programs are federdly
funded and adminigtered for the City of Charleston by the Housing Authority of the City of Charleston
through its Section 8 housing office.

Adminidration of the Section 8 Program and the functions and responsibilities of the Housing Authority

(PHA) gaff shdl bein compliance with the PHA's Personnel Policy and the Department of Housing and
Urban Development's (HUD) Section 8 Regulations as well as dl Federd, State and local Fair Housing
Laws and Regulations.

Jurisdiction
The jurisdiction of the PHA isthe city of Charleston.

A. HOUSING AUTHORITY MISSION STATEMENT [OR HISTORICAL
INFORMATION ON THE AGENCY]

The Housing Authority of the City of Charleston, SC (CHA) was organized in 1935 and stands today
as one of the oldest and most respected authoritiesin the United States. Our mission remains the same
asit was a itsinception: to provide decent, affordable, safe and sanitary housing for citizens on low and
moderate incomes. The Housing Authority isan integrd part of the community working together in
partnership with the City Government, community development agencies, economic development and
private industry. Our god is to provide housing and supportive services not just for low income families,
but for dl limited income families whose needs cannot be met by the private sector.

Housing Authority of the City of Charleston Section 8 Administrative Plan
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B. LOCAL GOALS [24 CFR 982.1]

Part |

HUD Strategic God: Increase the availability of decent, safe, and affordable housing.
___ PHA God: Expand the supply of asssted housing

Objectives:

____Apply for additiona rental vouchers:

___ Leverage private or other public funds to create additional housing opportunities:
_____Acquire or build units or developments

____ PHA God: Improve the qudity of asssted housing

Objectives:

_____Improve voucher management: (SEMAP score)

____Increase customer satisfaction:

____ Concentrate on efforts to improve voucher unit ingpections

____ PHA God: Increase assisted housing choices

Objectives:

_____Provide voucher mobility counsding

___ Conduct outreach efforts to potential voucher landlords

____Increase voucher payment standards

_____Implement voucher homeownership program

HUD Strategic God: Ensure Equa Opportunity in Housing for al Americans
____ PHA God: Ensure equa opportunity and affirmatively further fair housing

Objectives:
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Undertake affirmative measures to ensure access to assisted housing regardless of race, color,
religion nationd origin, sex, familid saus, and disability:

Undertake affirmative measures to provide a suitable living environment for familiesliving in
asssted housing, regardless of race, color, reigion nationd origin, sex, familid status, and disahility:

Undertake affirmative measures to ensure ble housing to persons with al varieties of
disabilities regardless of unit Sze required:

Part I
The Housing Authority of the City of Charleston has the following gods for the program:

*To assd the local economy by increasing the occupancy rate and the amount of money
flowing into the community.

*To encourage sdf sufficiency of participant families and asss in the expangon of family
opportunities which address educational, socio-economic, recreationd and other human
services needs.

*To creete pogtive public awareness and expand the levd of family, owner, and community
support in accomplishing the PHA’ s mission.

*To attain and maintain ahigh leve of standards and professondism in our day-to-day
management of al program components.

*To adminigter an efficient, high-performing agency through continuous improvement of the
PHA'’s support systems and commitment to our employees and their development.

*To provide decent, safe, and sanitary housing for very low income families while maintaining
thelr rent payments at an affordable leve.

*To ensure that dl units meet Housing Qudity Standards and families pay fair and reasonable
rents.

*To promote fair housing and the opportunity for very low-income families of dl ethnic
backgrounds to experience freedom of housing choice.

*To promote a housing program which maintains quality service and integrity while providing an
incentive to private property ownersto rent to very low income families.
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* To promote a market-driven housing program that will help qudified low-income families be
successful in obtaining affordable housing and increase the supply of housing choices for such
families

C. PURPOSE OF THE PLAN [24 CFR 982.54]

The purpose of the Adminigrative Plan is to establish policies for carrying out the programs in a manner
consgstent with HUD requirements and locd gods and objectives contained in the Agency Plan. The
Housing Choice Voucher Program isimplemented as of 10/1/99; pre-merger Regular Tenancy
Contracts, Housng VVoucher Contracts, and Over Fair Market Rent Tenancy Contracts will remainin
effect until the family’ s second reexamination after the merger date or whenever anew lease is executed,
whichever comesfirg.

The CHA isresponsible for complying with al changesin HUD regulations pertaining to these
programs. If such changes conflict with this Plan, HUD regulations will have precedence. The origind
Plan and any changes must be approved by the Board of Commissioners of the agency, the pertinent
sections included in the Agency Plan, and a copy provided to HUD.

Applicable regulations include:
24 CFR Part 5: Genera Program Reguirements
24 CFR Part 8: Nondiscrimination
24 CFR Part 982: Section 8 Tenant-Based Assistance

Any locd rulesthat are made a part of this plan by the CHA are intended to promote loca housing
objectives congstent with the intent of the Federa Housing Legidation and the City of Charleston
Comprehensive Plan.

D.  ADMINISTRATIVE FEE RESERVE [24 CFR 982.54(d)(22)]

No Expenditures from the Administrative Reserve (Operating Reserve) for other housing purposes shal
be made without the prior gpprova of the Board of Commissioners of the Housing Authority of the City
of Charleston.

E. RULESAND REGULATIONS[24 CFR 982.52]

This Adminigrative Plan is st forth to define the CHA'sloca policies for operation of the housing
programs in the context of Federa laws and Regulations. All issues related to Section 8 not addressed
in this document are governed by such Federd regulations, HUD Memos, Notices and guidelines, or
other gpplicable law.
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F. TERMINOLOGY

The Housing Authority of the City of Charlestonisreferred to as"CHA™ or "Housing Authority"
throughout this document.

"Family" is used interchangeably with "Applicant” or "Participant” and can refer to a Sngle person family.
"Tenant" is used to refer to participants in terms of their relation to landlords.

"Landlord" and "owner" are used interchangeably.

"Disability” is used where "handicgp” was formerly used.

"Non-citizens Rul€' refersto the regulation effective June 19, 1995 redtricting assstance to U.S. citizens
and digible immigrants.

The Section 8 programs are dso known as the Regular Tenancy Certificate, Over-FMR Tenancy
(OFTO) and Voucher Programs. The VVoucher Choice program refers to the merged program effective
as of 8/12/99.

"HQS" means the Housing Qudity Standards required by regulations as enhanced by the CHA.

"Falureto Provide' refersto dl requirementsin the first Family Obligetion. See "Denid or Termination
of Assgtance" chapter.

“Merger date’ refersto October 1, 1999, which isthe effective date of the merging of the Section 8
Certificate and VVoucher program into the Housing Choice Voucher Program.

See Glossary for other terminology.
G. FAIR HOUSING POLICY [24 CFR 982.54(d)(6)]

It isthe policy of the Housng Authority to comply fully with dl Federa, State, and locdl
nondiscrimination laws and with the rules and regulations governing Fair Housing and Equa Opportunity
in housng and employment.

The CHA shdl not deny any family or individua the equal opportunity to gpply for or recelve assstance
under the Section 8 Programs on the basis of race, color, sex, religion, creed, nationa or ethnic origin,
age, familid or maritd status, handicap or disability or sexud orientation.

To further its commitment to full compliance with gpplicable Civil Rights laws, the PHA will provide
Federd/State/loca information to Voucher holders regarding unlawful discrimination and any recourse
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avalableto familieswho believe they are victims of adiscriminatory act. Such information will be made
available during the family briefing sesson, and dl gpplicable Fair Housing Information and
Discrimination Complaint Formswill be made a part of the VVoucher holder's briefing packet and
available upon request at the front desk.

All Housing Authority staff will be required to atend fair housing training and informed of the importance
of affirmatively furthering fair housing and providing equa opportunity to dl families, incuding providing
reasonable accommodations to persons with disabilities, as a part of the overall commitment to quality
customer service. Fair Housing pogters are posted throughout the Housing Authority office/s, including
in the lobby and interview rooms and the equa opportunity logo will be used on dl outreach materias.
Staff will attend locdl fair housing update training sponsored by HUD and other local organization to
keep current with new developments.

Except as otherwise provided in 24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individua with
disabilities shall be denied the benefits of, be excluded from participation in, or otherwise be subjected
to discrimination because the CHA's facilities are inaccessible to or unusable by persons with
disabilities. Posters and housing information are displayed in locations throughout the PHA's office in
such amanner asto be easly readable from awhed chair.

The Housing Authority of the City of Charleston office(s) are accessible to persons with disabilities.
Accessibility for the hearing impaired is provided by the CHA through aseparate TTD/TDY telephone
which is operated by trained staff.

H. REASONABLE ACCOMMODATIONSPOLICY [24 CFR 700.245(c)(3)]

It isthe palicy of this CHA to be service-directed in the adminigtration of our housing programs, and to
exercise and demondrate ahigh leve of professonaism while providing housing servicesto families.

A participant with adisability must first ask for a specific change to apolicy or practice asan
accommodation of their disability before the CHA will treat a person differently than anyonedse. The
CHA's policies and practices will be designed to provide assurances that persons with disabilities will
be given reasonable accommodations, upon request, so that they may fully access and utilize the housing
program and related services. The availability of requesting an accommodation will be made known by
including notices on CHA forms and letters. This policy isintended to afford persons with disabilities an
equal opportunity to obtain the same result, to gain the same benefit, or to reach the same leved of
achievement as those who do not have disabilities and is gpplicable to dl Situations described in this
Adminigrative Plan including when afamily initiates contact with the CHA, when the CHA initiates
contact with afamily including when afamily gpplies, and when the CHA schedules or reschedules
gppointments of any kind.
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To be digible to request a reasonable accommodation, the requester must first certify (if gpparent) or
verify (if not goparent) that they are a person with adisability under the following ADA definition:

A physicd or mental impairment that subgtantialy limits one or more of the mgor life activities of
anindividud,

A record of such impairment; or
Being regarded as having such an imparment

Rehabilitated former drug users and acoholics are covered under the ADA. However, a current drug
user is not covered. In accordance with 5.403(a), individuals are not considered disabled for digibility
purposes solely on the basis of any drug or acohol dependence. Individuals whose drug or acohol
addiction isamaterid factor to their disability are excluded from the definition. Individuas are
consdered dissbled if disabling mentd and physicd limitations would persist if drug or acohol abuse
discontinued.

Once the person’ s status as a qudified person with a disability is confirmed, the CHA will require that a
professona third party competent to make the assessment, provides written verification that the person
needs the specific accommodation due to their disability and the change is required for them to have
equa access to the housing program.

If the CHA finds that the requested accommodation creates an undue adminigtrative or financia burden,
the CHA will ether deny the request and/or present an aternate accommodation that will still meet the
need of the person.

An undue adminidretive burden is one that requires a fundamenta ateration of the essentid functions of
the CHA (i.e,, waiving afamily obligation).

An undue financid burden is one that when considering the available resources of the agency asa
whole, the requested accommodation would pose a severe financia hardship on the CHA.

The CHA will provide awritten decison to the person requesting the accommodation within 10 days.
If aperson is denied the accommodation or fedls that the dternative suggestions are inadequate, they
may request an informa hearing to review the CHA’s decison.

Reasonable accommodation will be made for persons with a disability that requires an advocate or
accessble offices. A designee will be alowed to provide some information, but only with the
permission of the person with the disability.
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All CHA mailings will be made available in an accessble format upon request, as areasonable
accommodeation.

Verification of Disability

The CHA will verify disabilities under definitionsin the Fair Housng Amendments Act of 1988, Section
504 of the 1973 Rehabilitation Act, and Americans with Disabilities Act.

Outreach

Outreach efforts will include notification of the CHA’s 504 Advisory Board aswdll asal other media
and agenciesligted in the CHA’s Administrative Plan regarding public notices (See section on opening
and cdosing thewaiting ligt in " Applying for admisson” chepter.)

Applying for Admission

All persons who wish to gpply for any of the CHA’s programs must submit a pre-gpplication in person,
asindicated in our public notice. Applicationswill be made available in an accessble format upon
request from a person with a disability.

To provide specific accommodation to persons with disabilities, upon request, the information may be
mailed to the gpplicant and, if requested, it will be mailed in an accessible format.

The full application is completed & the digibility gppointment in the gpplicant’ s own handwriting, unless
assstance is needed, or arequest for accommodeation is requested by a person with a disability.
Applicants will then be interviewed by CHA gaff to review the information on the full goplication form.
Verification of disability asit relates to 504, Fair Housing, or ADA reasonable accommodation will be
requested a thistime.  The full gpplication will aso include questions asking dl gpplications whether
reasonable accommodations are necessary.

l. TRANSLATION OF DOCUMENTS

In determining whether it is feasible to provide trandation of documents written in English into other
languages, the CHA will consder the following factors

* Number of applicants and participants in the jurisdiction who do not spesk English and spesk
the other language.

* Edimated cost to CHA per client of trandation of English written documents into the other
language.
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J.

* The availability of loca organizations to provide trandation services to non English spesking

families

* Availability of community bi-lingua resources to provide trandation for non-English spesking

families

MANAGEMENT ASSESSMENT OBJECTIVES

The CHA operates its housng assistance program with efficiency and can demondrate to HUD auditors
that we are using our resources in amanner that reflects our commitment to quality and service. The
CHA policies and practices are consstent with the areas of measurement for the following HUD
SEMAP indicators.

Sdection from the Waiting List

Reasonable Rent

Determination of Adjusted Income

Utility Allowance Schedule

HQS Qudity Control Ingpections

HQS Enforcement

Expanding Housing Opportunities
FMR/exception rent & Payment Standards
Annud Re-examinations

Correct Tenant Rent Calculations
Pre-Contract HQS Inspections

Annua HQS Inspections

Lease-up

Family Sdf-Sufficiency Enrollment and Escrow Account Baances

Bonus Indicator Deconcentration

Housing Authority of the City of Charleston

Section 8 Administrative Plan
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Supervisory quality control reviews will be performed by the Section 8 Coordinator or other qudified
person other than the person who performed the work, as required by HUD, on the following SEMAP
factors.

Sdection from the waiting list

Rent reasonableness

Determination of adjusted income

HQS Enforcement

HQS Quadlity Control
The annua sample of files and records will be drawn in an unbiased manner, leaving a clear audit trail.
The minimum sample Sze to be reviewed will rdate directly to each factor.
K. RECORDS FOR MONITORING CHA PERFORMANCE

In order to demongtrate compliance with HUD and other pertinent regulations, the CHA will maintain
records, reports and other documentation for atime that isin accordance with HUD requirements and
in amanner that will alow an auditor, housing professond or other interested party to follow, monitor
and or assessthe CHA' s operational procedures objectively and with accuracy and in accordance with
SEMAP requirements with internd supervisory audits.

L. PRIVACY RIGHTS[24 CFR 982.551]

Applicants and participants, including al adultsin their households, are required to sgn the HUD 9886
Authorization for Release of Information. This document incorporates the Federa Privacy Act
Statement and describes the conditions under which HUD/CHA will release family information.

The CHA's palicy regarding release of information isin accordance with State and local laws which may
redtrict the release of family information.

Any and al information which would lead one to determine the nature and/or severity of a person's
disability must be kept in a separate folder and marked "confidentid™ or returned to the family member
after itsuse. The persond information in this folder must not be released except on an "as needed” basis
in cases where an accommodation is under consderation. All requests for access and granting of
accommodations based on thisinformation must be approved by the Assstant Executive Director or his
designee.
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The CHA's practices and procedures are designed to safeguard the privacy of applicants and program
participants. All gpplicant and participant fileswill be stored in a secure location which is only accessible
by authorized gtaff.

CHA aff will not discuss family information contained in files unless there is a busness reason to do so.
Ingppropriate discusson of family information, or improper disclosure of family information by staff will
result in disciplinary action.

All files must be signed for when removed from the secured file Storage area.
M. FAMILY OUTREACH [24 CFR 982.153(b)(1)]

The CHA will publicize and disseminate information to make known the availability of housing
assigtance and related services for very low income families on aregular bass. When the CHA's waiting
ligt is open, the CHA will publicize the availability and nature of housing assstance for very low income
familiesin a newspaper of generd circulation, minority media, and by other suitable means. Notices will
only be provided in English if the number of applicants and participants exceed 10%

To reach persons who cannot read the newspapers, the CHA will distribute fact sheets to the
broadcasting media, and initiate persona contacts with members of the news media and community
service personnd. The CHA will dso utilize public service announcements,

The CHA will communicate the Satus of housing availability to other service providersin the
community, and advise them of housing igibility factors and guiddinesin order that they can make
proper referrds for housing assstance.

N.  OWNER OUTREACH [24 CFR 982.54(d)(5), 982.153(b)(1)]

The CHA makes a concerted effort to keep private ownersinformed of legidative changesin the
tenant-based program, which are designed to make the program more attractive to owners. This
includesinforming participant owners of applicable legidative changes in program requirements.

The CHA encourages owners of decent, safe and sanitary housing units to lease to Section 8 families.

The CHA conducts no less than annua meetings with participating owners to improve owner relations
and to recruit new owners.

The CHA maintainsalig of interested landlords/list of units available for the Section 8 Program and
updates this list whenever necessary. When ligtings from owners are received, they will be compiled by
the CHA saff by bedroom size.
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The CHA will maintain lists of available housng submitted by ownersin al neighborhoods within the
Housing Authority's jurisdiction to ensure greater mobility and housing choice to very low income
households. The lists of owners/units will be provided at the front desk/mailed on request and provided
a briefings.

The gtaff of the CHA initiates persona contact with private property owners and managers by
conducting forma and informa discussions and mestings.

Printed materid is offered to acquaint owners and managers with the opportunities available under the
program.

The CHA has active participation in a community based organization(s) comprised of private property
and gpartment owners and managers.

The CHA will actively recruit property owners with property located outside areas of minority and
poverty concentration and apply for exception payment sandards if the CHA determinesit is necessary
to make the program more ble inthe CHA’sjurisdiction .

The CHA encourages program participation by owners of units located outside areas of poverty or
minority concentration. The CHA periodicaly evauates the demographic digtribution of assisted families
to identify areas within the jurisdiction where owner outreach should be targeted. The purpose of these
activitiesisto provide more choice and better housing opportunities to families. Voucher holders are
informed of a broad range of areas where they may lease unitsinsde the CHA' s jurisdiction and given
alig of landlords or other partieswho are willing to lease units or help families who desire to live outsde
areas of poverty or minority concentration.

The CHA gdhdl periodicaly:
* Reguest the HUD Field Office to furnish alist of HUD-held properties available for rent.
* Develop working relationships with owners and redl estate broker associations.

* Egtablish contact with civic, charitable or neighborhood organizations which have an interest in
housing for low-income families and public agencies concerned with obtaining housing for
displacements.

* Explain the program, including equa opportunity requirements and nondiscrimination
requirements, including Fair Housng Amendments Act of 1988 and Americans with Disabilities
Act, to red estate agents, landlords, and other groups that have dedlings with low-income
families or are interested in housing such families.
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Chapter 2
ELIGIBILITY FOR ADMISSION
[24 CFR Part 5, SubpartsB, D & E; Part 982, Subpart E]
INTRODUCTION

This Chapter defines both HUD and the CHA''s criteria for admission and denia of admission to the
program. The policy of the CHA isto strive for objectivity and congstency in gpplying these criteriato
evduate the digibility of familieswho apply. The CHA gaff will review al information provided by the
family carefully and without regard to factors other than those defined in this Chapter. Families will be
provided the opportunity to explain their circumstances, to furnish additiond information, if needed, and
to receive an explanation of the basis for any decison made by the CHA pertaining to their digibility.

A. ELIGIBILITY FACTORS[982.201(B)

The CHA accepts applications only from families whose head or spouseis at least 18 years of age or
emancipated minors under State law.

To be digible for participation, an gpplicant must meet HUD's criteria, aswdll as any permissible
additiond criteria established by the CHA.

The HUD digibility criteriaare:
An gpplicant mugt be a"family”
An agpplicant must be within the appropriate Income Limits
An applicant must furnish Socid Security Numbersfor dl family members age six and older

An gpplicant must furnish declaration of Citizenship or Eligible Immigrant Status and verification
where required

At least one member of the gpplicant family must be eéther aU.S. citizen or have digible
immigration satus before the CHA may provide any financia assstance.

Reasons for denid of admission are addressed in the "Denid or Termination of Assstance” chapter.
These reasons for denid condtitute additiona admission criteria.

The Family'sinitid digibility for placement on the waiting list will be made in accordance with the
igibility factors.

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 14



Eligibility factors will be verified before the family is placed on the waiting ligt.

Evidence of Citizenship/Eligible Immigrant Status will not be verified until the family is sdlected from the
waiting lig for find digibility processing for issuance of a Voucher, unlessthe CHA determines that
such digibility isin question, whether or not the family is at or near the top of the waiting list.

B. FAMILY COMPOSITION [24 CFR 982.201]
The gpplicant must qudify asaFamily. A Family may be asingle person or agroup of persons.

A “family” incdludes afamily with achild or children. A group of persons conssting of two or more
elderly persons or disabled persons living together, or one or more ederly or disabled persons living
with one or more live-in aidesisafamily. The CHA determinesif any other group of persons quaifies as
a“family”.

A sngle person family may be:
An dderly person
A displaced person
A person with a disability

Individuals may not be considered disabled for digibility purposes solely on the basis of
any drug or acohol dependence.

Any other single person

A child who is temporarily away from home because of placement in foster care is consdered a
member of the family. This provison only pertains to the foster child's temporary absence from the
home, and is not intended to artificidly enlarge the space avallable for other family members.

A family dso includes

* Two or more persons who intend to share residency whose income and resources are
available to meet the family's needs and who have a history as afamily unit or show evidence of
adable family rdationship.

Head of Household

The head of household is the adult member of the household who is designated by the family as heed, is
wholly or partly responsible for paying the rent, and has the lega capacity to enter into alease under
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Sae/loca law. Emancipated minors who quaify under State law will be recognized as head of
household.

Spouse of Head
Spouse means the husband or wife of the head.

For proper gpplication of the Non-citizens Rule, the definition of spouse is. the marriage partner who, in
order to dissolve the relationship, would have to be divorced. It includes the partner in acommon law
marriage. The term "spouse" does not apply to boyfriends, girlfriends, Sgnificant others, or co-heads.

Co-Head

Anindividud in the household who is equally responsible for the lease with the Head of Household. A
family may have a spouse or co-head, but not both. A co-head never qudifies as a dependent.

Live-in Attendants
A Family may indlude alive-in aide provided that such live-in ade:

Is determined by the CHA to be essentid to the care and well being of an elderly person, a
near-elderly person, or a person with disabilities,

Is not obligated for the support of the person(s), and
Would not be living in the unit except to provide care for the person(s).
A live-in adeistreated differently than family members:

Income of the live-in ade will not be counted for purposes of determining digibility or leve
of benefits.

Live-in aides are not subject to Non-Citizen Rule requirements.
Live-in aides may not be congdered as aremaining member of the tenant family.

Rdatives are not automaticaly excluded from being live-in aides, but they must meet dl of the dements
in the live-in aide definition described above.

A Livein Aide may only resdein the unit with the gpprova of the CHA. Written verification will be
required from ardiable, knowledgesable professional, such as a doctor, socia worker, or case worker.
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The verification provider must certify thet alive-in aide is needed for the care of the family member who
is elderly, near-elderly (50-61) or disabled.

Verification must include the hours the care will be provided.

[24 CFR 982.316] At any time, the CHA will refuse to approve a particular person as alive-in aide or
may withdraw such gpprovd if:

*The person commits fraud, bribery, or any other corrupt or crimind act in connection with any
federd housing program;

*The person commits drug-related crimina activity or violent crimind activity; or

*The person currently owes rent or other amounts to the CHA or to another CHA in
connection with Section 8 or public housing ass stance under the 1937 Act.

Split Households Prior to Voucher 1ssuance

When afamily on the waiting ligt splitsinto two otherwise digible families due to divorce or legd
separation, and the new families both claim the same placement on the waiting list, and there is no court
determination, the CHA will make the decison taking into consderation the following factors:

* Which family member applied as head of household.

* Which family unit retains the children or any disabled or dderly members.
* Redrictions that were in place a the time the family applied.

* Role of domestic violence in the split.

* Recommendations of socid service agencies or qudified professonds such as children's
protective services.

Documentation of these factors is the responsibility of the applicant families. If ether or both of the
families do not provide the documentation, they may be denied placement on the waiting list for falure
to supply information requested by the CHA.

In cases where domestic violence played arole, the sandard used for verification will be the same as
that required for the "domestic violence" preference

* The CHA will require evidence that the family has been displaced as aresult of fleeing
violence in the home. Families are dso digible for this preferenceif thereis proof that the family

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 17



is currently living in a Situation where they are being subjected to or victimized by violence in the
home (See "Edtablishing Preferences and Maintaining the Waiting List" chapter).

Multiple Familiesin the Same Household

When families gpply which consst of two families living together, (such as a mother and father, and a
daughter with her own husband or children), if they gpply as afamily unit, they will be treeted as afamily
unit.

Joint Custody of Children

Children who are subject to ajoint custody agreement but live with one parent at least 51% of thetime
will be considered members of the household. "51% of the time" is defined as 183 days of the year,
which do not have to run consecutively.

There will be a sdf-certification required of families who claim joint custody or temporary guardianship.

When both parents are on the Waiting List and both are trying to claim the child, the parent whose
addressis|listed in the school records will be alowed to claim the school-age child as a dependent.

C. INCOME LIMITATIONS [24 CFR 982.201(b), 982.353]
To bedigible for assstance, an applicant must:

Have an Annud Income at the time of admisson that does not exceed the low income limits for
occupancy established by HUD.

To beincome digible the family may be under the low-income limit in any of the following categories:
[24 CFR 982.201(b)]

A veay low income family.

A low-income family that is continuoudy assisted under the 1937 Housing Act. An gpplicant is
continuoudy assigted if the family has received assstance under any 1937 Housing Act program
within 120 days of voucher issuance. Programs include any housing federdly asssted under the
1937 Housing Act.

A low-income family physicaly displaced by rentd rehabilitation activity under 24 CFR part
511.

A low-income non-purchasing family residing in aHOPE 1 or HOPE 2 project.
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A low-income non-purchasing family residing in a project subject to a home-ownership
program under 24 CFR 248.173.

A low-income family or moderate income family that is displaced as aresult of the prepayment
of amortgage or voluntary termination of a mortgage insurance contract under 24 CFR
248.165.

A low-income family that quaifies for VVoucher assstance as a non-purchasing family residing in
aproject subject to aresident home ownership program.

The CHA’s criteriafor admitting Low Income families, in addition to those required under the
regulations and identified above, isto admit families who:

Are pursuing their education
Are participating in an economic saf-sufficiency program
Areworking full time (part-time)

To determineif the family isincome-eligible, the CHA compares the Annua Income of the family to the
goplicable income limit for the family'ssze.

Families whose Annud |ncome exceeds the income limit will be denied admission and offered an
informd review.

Portability: For initid lease-up a admission, families who exercise portability must be within the
goplicable income limit for the jurisdiction of the receiving CHA in which they want to live.

D. MANDATORY SOCIAL SECURITY NUMBERS[24 CFR 5.216, 5.218]

Families are required to provide verification of Socid Security Numbersfor dl family members age 6
and older prior to admission, if they have been issued a number by the Socid Security Adminigtretion.
This requirement aso gpplies to persons joining the family after admisson to the program.

Failure to furnish verification of socid security numbersis grounds for denia or termination of assistance.

Persons who have not been issued a Socid Security Number must Sign a certification that they have
never been issued a Socia Security Number.

Persons who disclose their Socia Security Number but cannot provide verification must Sgn a
certification and provide verification within 60 days. Elderly persons must provide verification within 120

days.
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E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS [24 CFR Part 5, Subpart E]

In order to recaive assstance, afamily member must be aU.S. citizen or digible immigrant. Individuas
who are neither, may eect not to contend their status. Eligible immigrants are persons who are in one of
the immigrant categories as specified by HUD.

For the Citizenship/Eligible Immigration requirement, the satus of each member of the family is
consdered individualy before the family's Satusis defined.

Mixed Families. A family isdigible for assstance aslong as a least one member isacitizen or digible
immigrant. Families that indlude digible and indigible individuals are called "mixed." Such gpplicant
families will be given notice that their assstance will be pro-rated and that they may request a hearing if
they contest this determination.

All membersindigible. Applicant families that indude no digible members are indigible for assstance.
Such families will be denied admisson and offered an opportunity for a hearing.

Non-citizen sudents. Defined by HUD in the non-citizen regulations. Not digible for assstance.

Appeds. For this digibility requirement only, the gpplicant is entitled to a hearing exactly like those
provided for participants.

Verification of Status Before Admission

The CHA will nat provide assstance to families prior to the verification of digibility for the individua or
a least one member of the family pursuant to this section.

F. OTHER CRITERIA FOR ADMISSIONS [24 CFR 982.552(b)]

The CHA will apply the following criteria, in addition to the HUD digibility criteria, as grounds for denid
of admisson to the program:

* The family must not have violated any family obligation during a previous participation in the
Section 8 program for three (3) years prior to find eigibility determination.

* The CHA will make an exception, if the family member who violated the family obligation is
not a current member of the household on the gpplication.

* The family must pay any outstanding debt owed the CHA or another CHA as aresult of prior
participation in any federad housing program within sixty (60) days of CHA notice to repay.
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*The family must be in good standing regarding any current payment agreement made with
another CHA for a previous debt incurred, before this CHA will dlow participation in its
Section 8 program.

* If any gpplicant deliberately misrepresents the information on which digibility or tenant rent is
edtablished, the CHA may deny assstance and may refer the family file/record to the proper
authorities for appropriate disposition. (See Program Integrity Addendum).

* If any goplicant deliberately misrepresents the information on which digibility or tenant rent is
established, the CHA may deny assstance and may refer the family filefrecord to the proper
authorities for appropriate disposition. (See Program Integrity Addendum).

G.  TENANT SCREENING [24 CFR 982.307)]

The CHA will take into condderation any of the criteria for admisson described in the "Denid or
Termination of Assstance" chapter.

The CHA will not screen family behavior or suitability for tenancy. The CHA will not be liable or
responsible to the owner or other persons for the family’s behavior or the family’s conduct in tenancy.

The owner is respongble for screening and sdlection of the family to occupy the owner’ s unit. At or
before CHA agpprova of the tenancy, the CHA will inform the owner that screening and sdection for
tenancy is the responghility of the owner.

The owner is responsible for screening families based on their tenancy higtories, including such factors
as[24 CFR 982.307(8)(3)]

Payment of rent and utility bills
Caring for aunit and premises
Respecting the rights of other resdents to the peaceful enjoyment of their housing

Drug-related crimind activity or other crimind activity thet is athrest to the hedth, safety or
property of others; and

Compliance with other essentia conditions of tenancy.

The CHA will advise families how to file acomplaint if they have been discriminated againgt by an
owner. The CHA will advise the family to make a Fair Housng complaint. The CHA may aso report
the owner to HUD (Fair Housing/Equa Opportunity) or the locd Fair Housing Organization.
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H. CHANGESIN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE CONTRACT

Changes that occur during the period between issuance of a voucher and lease up may affect the
family's digibility or share of the renta payment.

l. INELIGIBLE FAMILIES

Familieswho are determined to be indigible will be natified in writing of the reason for denid and given
an opportunity to request an informa review, or an informd hearing if they were denied due to
noncitizen status. See "Complaints and Appeals’ chapter for additiona information about reviews and
hearings.

J. PROHIBITED ADMISSIONS CRITERIA [982.202(b)]
Admission to the program may not be based on where the family lives before admission to the program.
Admission to the program may not be based on:

Discrimination because members of the family are unwed parents, recipients of public
assistance, or children born out of wedlock.

Discrimination because afamily includes children.
Whether afamily decides to participate in afamily sdf sufficiency program; or

Other reasons as listed in the "' Statement of Policies and Objectives' chapter under the Fair
Housing and Reasonable Accommodations sections.
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Chapter 3
APPLYING FOR ADMISSION
[24 CFR 982.204]
INTRODUCTION

The policy of the PHA isto ensure that dl families who express an interest in housing assstance are
given an equa opportunity to apply, and are treeted in afair and consstent manner. This Chapter
describes the policies and procedures for completing an initid gpplication for assistance, placement and
denid of placement on the waiting ligt, and limitations on who may gpply. The primary purpose of the
intake function is to gather information about the family, but the PHA will aso utilize this process to
provide information to the family so that an accurate and timely decision of digibility can be made.
Applicants will be placed on the waiting list in accordance with this Plan.

A. OVERVIEW OF THE APPLICATION TAKING PROCESS

The purpose of gpplication taking isto permit the PHA to gather information and determine placement
on the waiting list. The application will contain questions designed to obtain pertinent program
informetion.

Families who wish to apply for any one of the PHA's programs must complete awritten application
form when application-taking is open. Applicationswill be made available in an accessible format upon
request from a person with a disability.

When the waiting list is open, any family asking to be placed on the waiting list for Section 8 renta
assistance will be given the opportunity to complete an application.

The gpplication process will involve two phases. Thefirg isthe "initid" gpplication for asssance
(referred to as a pregpplication). Thisfirgt phase results in the family's placement on the waiting ligt.

The pregpplication will be dated, time-stamped, and referred to the PHA' s digibility office whereit will
be maintained until such time asit is needed for processng.

The second phase is the "find determination of digibility” (referred to as the full application). The full
gpplication takes place when the family reaches the top of the waiting list. At thistime the PHA ensures
that verification of dl HUD and PHA digihility factorsis current in order to determine the family's
digibility for the issuance of a voucher.
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B. OPENING/CLOSING OF APPLICATION TAKING [24 CFR 982.206, 982.54(d)(1)]
The PHA will utilize the following proceduresfor opening the waiting list.
When the PHA opensthe waiting list, the PHA will advertise through public notice in the following
newspapers, minority publications and media entities, location(s), and program(s) for which gpplications
are being accepted:

Locd Media

The Chronicle (minority publications) and The Post & Courier

Teevison Public Service Announcement

Radio

Churches

Charleston Memorid Hospita

Center for Women

American Red Cross

My Sister’s House (Shelters)

Service Organizations for Persons with Disabilities

Department of Socid Services

Vocationd Rehabilitation

Socid Security Administration

CrigsMinidries

Low Country Aids

Our Lady of Mercy Community Outreach
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Human Service Commisson
Reid House
Department of Mental Hedlth
Goodwill Indugtries
Elder Support Line
Home Hedlth Services
Rura Misson Inc.
Senior Citizen ServicesInc.
Sea Idand Comprehensive Hedlth Care
Resource Center
The notice will contain:
The dates, times, and the |locations where families may apply.
The programs for which gpplications will be taken.
A brief description of the program.

A statement that public housing residents must submit a separate application if they want to
apply for section 8.

Limitations, if any, on who may apply.

The notices will be made in an accessible format if requested. They will provide potentia applicants with
information that includes the PHA address and tel ephone number, how to submit an application,
information on digibility requirements, and the avalability of locd preferences

Upon request from a person with adisability, additiond time will be given as an accommodation for
submission of an gpplication after the closng deadline. This accommodation isto alow personswith
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disabilities the opportunity to submit an application in cases when a socia service organization provides
inaccurate or untimely information about the closing deate.

If thewaiting ligt is open, the PHA will accept gpplications from digible families unless there is good
cause for not accepting the gpplication, such as denid of assstance because of action or inaction by
members of the family for the grounds stated in the "Denid or Termination of Assistance” chapter of this
Adminigtrative Plan. [24 CFR 982.206(b)(2)]

Closing the Waiting List

The PHA may stop gpplicationsif there are enough applicants to fill anticipated openings for the next 12
months. The waiting lis may not be dlosed if it would have a discriminatory effect incongstent with
aoplicable avil rightslaws.

The PHA will announce the dlosing of the waiting list by public notice.

The open period shdl be long enough to achieve awaiting list adequate to cover projected turnover and
new alocations over the next 12 months. The PHA will give at least 5 days prior to closing the list.
When the period for accepting applicationsis over, the PHA will add the new applicants to the list by:

* Separating the new gpplicants into groups based on preferences and ranking applicants within
each group by date and time of gpplication. New applicantswill be placed on the list after
gpplicants who were on the ligt previoudy.

Limitson Who May Apply

When the waiting ligt is open:

* Any family asking to be placed on the waiting list for Section 8 rental assstance will be given
the opportunity to complete an gpplication.

When the gpplication is submitted to the PHA:

* |t establishes the family's date and time of gpplication for placement order on the waiting list.
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C. "INITIAL" APPLICATION PROCEDURES [24 CFR 982.204(b)]

The PHA will utilize aprdiminary gpplication form. The information isto befilled out by the gpplicant
whenever possible. To provide specific accommodation for persons with disabilities, the information
may be completed by a staff person over the telephone. 1t may aso be mailed to the gpplicant and, if
requested, it will be mailed in an accessible format.

The purpose of the pregpplication is to permit the PHA to preliminarily assess family digibility or
indigihility and to determine placement on the waiting list. * Duplicate gpplications, including
gpplications from a segment of an gpplicant household, will not be accepted.

Indigible families will not be placed on the waiting lid.

Pregpplications will require an interview. The information on the gpplication will not be verified until the
aoplicant has been sdlected for find digibility determination. Find digibility will be determined when the
full gpplication processis completed and dl information is verified.

D. APPLICANT STATUSWHILE ON WAITING LIST [CFR 982.204]

Applicants are required to inform the PHA of changesin address. Applicants are aso required to
respond to requests from the PHA to update information on their application and to determine their
interest in assstance.

If after areview of the pregpplication the family is determined to be preliminarily digible, they will be
notified in writing or in an accessible format upon request, as a reasonable accommodation.

The natice will contain the gpproximeate date that assistance may be offered, and will further explain that
the estimated date is subject to factors such as turnover and available funding.
Thiswritten natification of prdiminary digibility will be:

* mailed to the gpplicant by firgt dass mall

* digtributed to the gpplicant in the manner requested as a pecific accommodation.

If the family is determined to be indligible based on the information provided in the pregpplication, the
PHA will notify the family in writing (in an accessble format upon request as a reasonable
accommodation), state the reason(s), and inform them of their right to an informa review. Persons with
disabilities may request to have an advocate attend the informal review as an accommodation. See
"Complaints and Appedls'chapter.
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E. TIME OF SELECTION [24 CFR 982.204, 5.410]

When funding is available, familieswill be sdected from the waiting list in their determined sequence,
regardless of family Sze, subject to income targeting requirements.

When there isinsufficient funding available for the family at the top of the list, the PHA will not admit any
other gpplicant until funding is avallable for the first applicant.

Based on the PHA's turnover and the availability of funding, groups of familieswill be sdected from the
waiting lig to form afind digibility "poal." Sdection from the pool will be based on completion of
veification.

F. COMPLETION OF A FULL APPLICATION

All preferences clamed on the pregpplication or while the family is on the waiting list will be verified:

* After the family is sdlected from the waiting ligt, and prior to completing the full application

The qudification for preference must exist a the time the preferenceis clamed and at the time of
verification, because clam of a preference determines placement on the waiting lis.

After the preferenceis verified, when the PHA is ready to sdect applicants, gpplicants will be required
to:

* Complete a Persond Declaration Form prior to the full application interview.

* Complete afull gpplication in their own handwriting, unless assstance is needed, or arequest
for accommodeation is made by a person with a disability. Applicant will then be interviewed by
PHA gaff to review the information on the full gpplication form.

* Paticipate in afull application interview with a PHA representative during which the applicant
will be required to furnish complete and accurate information verbaly as requested by the
interviewer. The PHA interviewer will complete the full gpplication form with answers supplied
by the gpplicant. The gpplicant will Sgn and certify that al information is complete and accurate.

The full gpplication will be communicated as requested as an accommodation to a person with a
disability.

Requirement to Attend Interview
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The PHA utilizes the full application interview to discuss the family's circumstances in greater detall, to
clarify information which has been provided by the family, and to ensure that the information is
complete. Theinterview is dso used as a vehicle to meet the informationa needs of the family by
providing information about the application and verification process, as well asto advise the family of
other PHA services or programs which may be available.

The head and spouse are both required to attend the interview.

If the head of household cannot attend the interview, the spouse may attend to complete the application

and certify for the family. The head of household, however, will be required to attend an interview within
ten (10) daysto review the information and to certify by sgnature that al of the information is complete

and accurate.

It is the gpplicant’s respongibility to reschedule the interview if She misses the gppointment. If the
applicant does not reschedule or misses one scheduled meetings, the PHA will reject the gpplication.

Applicants who fail to gppear and want to reschedule a missed gppointment must make the request to
reschedule no later than ten (10) days from the origina gppointment date.

If an gpplicant fails to appear for a pre-scheduled appointment, the PHA will automatically schedule a
second appointment. If the applicant misses the second gppointment without prior gpprovd, the
gpplication is denied.

If an gpplicant fails to gppear for ther interview without prior approva of the PHA, their gpplication will
be denied unless they can provide acceptable documentation to the PHA that an emergency prevented
them from calling.

Reasonable accommodation will be made for persons with a disability who require an advocate or
accessible offices. A designee will be dlowed to participate in the interview process, but only with
permission of the person with adisability.

If an application is denied due to failure to attend the full gpplication interview, the gpplicant will be
natified in writing and offered an opportunity to request an informa review. (See"Complaints and

Appeds'chapter.)

All adult members must sgn the HUD Form 9886, Release of Information, the gpplication form and dll
supplemental forms required by the PHA, the declarations and consents related to
citizenship/immigration status and any other documents required by the PHA. Applicants will be
required to sgn specific verification forms for information which is not covered by the HUD form 9886.
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Failure to do so will be cause for denid of the application for failure to provide necessary certifications
and release as required by the PHA.

If the PHA determines at or after the interview that additiona information or document(s) are needed,
the PHA will request the document(s) or information in writing. The family will be given ten (10) daysto
supply the information.

If the information is not supplied in this time period, the PHA will provide the family a natification of
denid for assstance. (See "Complaints and Appeals' chapter)

G. VERIFICATION [24 CFR 982.201(¢)]

Information provided by the gpplicant will be verified, using the verification procedures in the
"Verification Procedures’ chapter. Family composition, income, allowances and deductions, assets, full-
time student satus, digibility and rent cdculation factors, and other pertinent information will be verified.
Verifications may not be more than 60 days old at the time of issuance of the Voucher.

H.  FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY [24 CFR
982.201]

After the verification processis completed, the PHA will make afind determination of digibility. This
decision is based upon information provided by the family, the verification completed by the PHA, and
the current digibility criteriain effect. If the family is determined to be digible, the PHA will mail a
notification of digibility. A briefing will be scheduled for the issuance of a voucher and the family's
orientation to the housing program.
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Chapter 4
ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST
[24 CFR Part 5, Subpart D; 982.54(d)(1); 982.204, 982.205, 982.206]
INTRODUCTION

It isthe PHA's objective to ensure that families are placed in the proper order on the waiting list and
sdected from the waiting list for admissions in accordance with the policiesin this Adminigtrative Plan.

This chapter explains the local preferences which the PHA has adopted to meet local housing needs,
defines the digibility criteriafor the preferences and explains the PHA's system of gpplying them.

By maintaining an accurate waiting ligt, the PHA will be able to perform the activities which ensure that
an adequate pool of qudified gpplicants will be available so that program funds are used in atimely
manner.

A. WAITING LIST [24 CFR 982.204]

The PHA usesasingle waiting list for admission to its Section 8 tenant-based assstance program.

Except for Specid Admissions, applicants will be sdected from the PHA waiting list in accordance with
policies and preferences and income targeting requirements defined in this Adminigrative Plan.

The PHA will maintain information that permits proper selection from the waiting ligt.
Thewaiting ligt contains the following information for each gpplicant listed:
Applicant Name
Family Unit Size (number of bedrooms family quaifies for under PHA subsidy standards)
Date and time of application
Qudification for any locd preference
Racid or ethnic designation of the head of household

Singles preference gatus
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Targeted program qudifications
B.  SPECIAL ADMISSIONS[24 CFR 982.54(d)(e), 982.203]

If HUD awards a PHA program funding thet is targeted for specificaly named families, the PHA will
admit these families under a Specid Admission procedure.

Specid admissons familieswill be admitted outside of the regular waiting list process. They do not have
to qualify for any preferences, nor are they required to be on the program waiting list. The PHA
maintains separate records of these admissons.

The following are examples of types of program funding that may be designated by HUD for families
living in aspedified unit:

A family displaced because of demoalition or disposition of a public or Indian housing project;

A family resding in amultifamily renta housing project when HUD sdlls, forecloses or
demoalishes the project;

For housing covered by the Low Income Housing Preservation and Resdent Home-ownership
Act of 1990;

A family residing in a project covered by a project-based Section 8 HAP contract at or near
the end of the HAP contract term; and

A non-purchasing family resding in aHOPE 1 or HOPE 2 project.

Applicants who are admitted under Specid Admissions, rather than from the waiting list, are identified
by codes in the automated system and are not maintained on separate ligs.

C. WAITING LIST PREFERENCES [24 CFR 982.207]

An applicant will not be granted any Locd preference if any member of the family has been evicted from
housing assisted under a 1937 Housing Act program during the past three years because of drug-related
crimind ectivity.

The PHA will grant an exception to such afamily if:

* The regponsible member has successfully completed a rehabilitation program.
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* The evicted person clearly did not participate in or know about the drug related activity.
* The evicted person no longer participates in any drug related crimind activity.

If an gpplicant makes afdse statement in order to qudify for aLoca preference, the PHA will deny
admission to the program for the family.

D. LOCAL PREFERENCES[24 CFR 5.410]

The PHA will offer public notice when changing its preference system and the notice will be publicized
using the same guiddines as those for opening and closing the waiting list.

The PHA usesthefollowing Loca Preference system:
* Date and Time of receipt of a completed application.

* Disability Preference: This preference is extended to disabled persons or familieswith a
disabled member as defined in this Plan. Proof of disability will be required at time of sdection.
[HUD regulations prohibit admission preferences for specific types of disahilities]

* Working Preference. Families with at least one adult who is employed at least 30 hours per
week or who are active participants in accredited educationa and training programs designed to
prepare the individua for the job market. This preference is automaticaly extended to elderly
families or families whose head or spouse is recalving income based on their inability to work.

* Families who are graduates of or active participantsin educationa and training programs
designed to prepare the individud for the job market.

* Moderate Rehabilitation families who are currently resding in a unit which is overcrowded or
under-occupied and there is no applicable unit available in the M oderate Rehabilitation
development.

* Graduates of CHA Trangtional Housing Programs.

* Victims of Domestic Violence: The PHA will offer alocd preference to families that have
been subjected to or victimized by a member of the family or household within the past 6
months. The PHA will require evidence that the family has been displaced as aresult of fleeing
violence in the home. Families are dso digible for this preferenceif thereis proof that the family
is currently living in a Stuation where they are being subjected to or victimized by violence in the
home. Thefollowing criteriaare used to establish afamily’ sdigibility for this preference:
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Actud or threatened physica violence directed againgt the gpplicant or the gpplicant's
family by a gpouse or other household member who lives in the unit with the family.

The actud or threatened violence must have occurred within the past 10 days or be of a
continuing nature.

An gpplicant who livesin aviolent neighborhood or isfearful of other violence outside
the household is not considered involuntarily displaced.

To qudify for this preference, the abuser mugt il reside in the unit from which the
victim was displaced. The gpplicant must certify that the abuser will not reside with the
gpplicant unless the PHA gives prior written approval.

The PHA will gpprove the return of the abuser to the household under the following
conditions.

* A counsdor, therapist or other appropriate professona recommendsin
writing that the individua be dlowed to reside with the family.

If the abuser returns to the family without gpprova of the PHA, the PHA will deny or
terminate assistance for breach of the certification.

* At the family’ s request, the PHA will take precautions to ensure that the new location
of the family is conceded in cases of domestic abuse.

Treatment of Single Applicants
Singles Preference:

* Applicants who are elderly, disabled, or displaced families of no more than two person
families will be given a sdlection priority over dl “Other Single’ applicants regardless of
preference status. “Other Singles' denotes a one-person household in which the individud
member is not elderly, disabled, or displaced by government action. Such gpplicants will be
placed on the waiting list in accordance with any other preferences to which they are entitled,
but they can not be sdlected for assistance before any one or two person ederly, disabled or
displaced family regardless of local preferences.

All families with children and families who include an e derly person or a person with adisability (see 24
CFR 100.80) shdl be given asdection priority over al other gpplicants.
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E. INCOME TARGETING

In accordance with the Quality Housing and Work Responsibility Act of 1998, each fiscd year the
PHA will reserve aminimum of seventy-five percent of its Section 8 new admissons for families whose
income does not exceed 30 percent of the area median income. HUD refersto these families as
“extremdy low-income families” The PHA will admit families who qudify under the Extremey Low
Income limit to meet the income targeting requirement, regardless of preference.

The PHA’ s income targeting requirement does not gpply to low income families continuoudy assisted as
provided for under the 1937 Housing Act.

The PHA is dso exempted from this requirement where the PHA is providing assistance to low income
or moderate income families entitled to preservation assistance under the tenant-based program asa
result of a mortgage prepayment or opt-out.

The PHA shdl have the discretion, at least annudly, to exercise the “fungibility” provision of the
QHWRA. This provison dlows the PHA to admit less than the minimum 40% of its extremely low-
income familiesin afiscd year to its public housing program to the extent that the PHA’s admission of
extremdy low income familiesin the tenant-based assistance program exceeds 75% of dl admissons
during the fiscd year. If exercising this option the PHA will follow the fungibility threshold limitations as
st forth in QHWRA legidation.

The discretion by the PHA to exercise the fungibility provison isdso reflected in the PHA' s Public
Housing Admissions and Continued Occupancy Policy.

F. INITIAL DETERMINATION OF LOCAL PREFERENCE QUALIFICATION[24
CFR 5.415]

At the time of gpplication, an applicant's entitlement to a Loca Preference may be made on the
following bass.

* An gpplicant's certification that they qudify for a preference will be accepted without
veification at theinitid application. When the family is selected from the waiting list for the fina
determination of digibility, the preference will be verified.

* The PHA will verify dl preference dams a the time they are made. The PHA will reverify a
preference clam, if the PHA feds the family's circumstances have changed, at time of selection
from the waiting li.
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If the preference verification indicates that an gpplicant does not qualify for the preference, the applicant
will be returned to the waiting list without the Loca Preference and given an opportunity for a meeting.

If, a the time the family applied, the preference clam was the only reason for placement of the family on
the list and the family cannat verify their digibility for the preference as of the date of gpplication, the
family will be removed from thelig.

G. EXCEPTIONSFOR SPECIAL ADMISSIONS [24 CFR 982.203, 982.54(d)(3)]

If HUD awards a PHA program funding that is targeted for specificaly named families, the PHA will
admit these families under a Speciad Admission procedure.

Specid admissons familieswill be admitted outside of the regular waiting list process. They do not have
to qualify for any preferences, nor are they required to be on the program waiting list. The PHA
maintains separate records of these admissons.

The following are examples of types of program funding that may be designated by HUD for families
living in agpedified unit:

A family displaced because of demalition or disposition of a public or Indian housing project;

A family resding in amultifamily rental housing project when HUD sdlIs, foredloses or
demolishes the project;

For housing covered by the Low Income Housing Preservation and Resident Home-ownership
Act of 1990;

A family residing in a project covered by a project-based Section 8 HAP contract at or near
the end of the HAP contract term; and

A non-purchasing family residing in aHOPE 1 or HOPE 2 project.
H. TARGETED FUNDING [24 CFR 982.203]
When HUD awards specid funding for certain family types, families who qudify are placed on the
regular waiting list. When a specific type of funding becomes available, the waiting list is searched for the
firg available family meeting the targeted funding criteria

Applicants who are admitted under targeted funding which are not identified as a Specid Admisson are
identified by codes in the automated system. The PHA has the following "Targeted” Programs:
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l. PREFERENCE AND INCOME TARGETING ELIGIBILITY [24 CFR 5.410]
Changein Circumstances

Changes in an gpplicant's circumstances while on the waiting list may affect the family's entitlement to a
preference. Applicants are required to notify the PHA in writing when their circumstances change.

When an gpplicant claims an additiona preference, She will be placed on the waiting list in the
appropriate order determined by the newly-claimed preference.

The exception to thisis, if & the time the family gpplied, the waiting list was only open to familieswho
clamed that preference. In such case, the applicant must verify that they were digible for the first
preference before they are returned to the waiting list with the new preference.

If the family’ s verified annud income, a find digibility determination, does not fal under the Extremely
Low Income limit and the family was sdected for income targeting purposes before family(ies) with a
higher preference, the family will be returned to the waiting list.

Cross-Listing of Different Housing Programs and Section 8 [24 CFR 982.205(a)]
The PHA will not merge itswaiting lists. However, if the Section 8 waiting list is open when the
applicant is placed on the public housing program, or the project-based voucher, or the moderate

rehabilitation program waiting list, the PHA must offer to place the family on its tenant-based assstance
lig.

If thewaiting ligt for the PHA'’ s public housing program, project-based voucher program or moderate
rehabilitation program is open a the time an gpplicant applies for Section 8, the PHA mugt offer to
place the family on itswaiting liss for the other programs.

Other Housing Assistance [24 CFR 982.205(b)]

Other housing assistance means afederd, State or local housing subsidy, as determined by
HUD, including public housing.

The PHA may not take any of the following actions because an applicant has gpplied for,
received, or refused other housing: [24 CFR 982.205(b)]

Refuseto list the applicant on the PHA waiting list for tenant-based assistance;

Deny any admission preference for which the gpplicant is currently quaified;
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Change the applicant’ s place on the waiting list based on preference, date and time of
gpplication, or other factors affecting selection under the PHA sdlection policy; or

Remove the gpplicant from the waiting ligt.

However, the PHA may remove the applicant from the waiting list for tenant-based assgtance if the
PHA has offered the gpplicant ass stance under the voucher program.

J.  ORDER OF SELECTION [24 CFR 982.207(¢)]
The PHA’s method for sdecting applicants from a preference category leaves aclear audit trall that can
be used to verify that each applicant has been sdected in accordance with the method specified in the
adminidrative plan.
L ocal Preferences
Locd preferences will be used to select families from the waiting list.
The PHA has sdlected the following system to gpply loca preferences:
* 1.  Alllocd preferences will be treated equaly.
Among Applicants with Equal Preference Status
Among gpplicants with equal preference status, the waiting list will be organized by date and time.

K. FINAL VERIFICATION OF PREFERENCES [24 CFR 5.415]

Preference information on gpplications will be updated as applicants are selected from the waiting list.
At that time, the PHA will:

* Obtain necessary verifications of preference at the interview and by third party verification.
L. PREFERENCE DENIAL [24 CFR 5.415]

If the PHA denies a preference, the PHA will notify the gpplicant in writing of the reasons why the
preference was denied and offer the applicant an opportunity for an informa meeting with the Tenant
Sdlection Coordinator. If the preference denid is upheld as aresult of the mesting, or the applicant does
not request a meeting, the gpplicant will be placed on the waiting list without benefit of the preference.
Applicants may exercise other rightsif they believe they have been discriminated againg.
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If the applicant falsfies documents or makes fase satements in order to qudify for any preference, they
will be removed from the Waiting Lig.

M. REMOVAL FROM WAITING LIST AND PURGING [24 CFR 982.204(c)]

The Waiting List will be purged not Iess than one time each year by amailing to dl applicants to ensure
that the waiting lig is current and accurate. The mailing will ask for confirmation of continued interest.

Any mailings to the gpplicant which require a response will sate that failure to respond within 5 working
days will result in the applicant’s name being dropped from the waiting lis.

An extension of 5 working days to respond will be granted, if requested and needed as a reasonable
accommodation for a person with a disahility.

If an gpplicant failsto respond to a mailing from the PHA, the gpplicant will be sent written notification
and given ten (10) days to contact the PHA.. If they fail to respond within ten (10) days, they will be
removed from the waiting list.

If the applicant did not respond to the PHA request for information or updates because of afamily
member’' s disability, the PHA will reingtate the applicant in the family’ s former position on the waiting
lig.

If aletter is returned by the Post Office without a forwarding address, the gpplicant will be removed
without further notice, and the envelope and letter will be maintained in the file as proof of notice.

If aletter isreturned with aforwarding address, it will be remailed to the address indicated.

If an goplicant is removed from the waiting list for failure to respond, they will not be entitled to
reingtatement unless the Assstant Executive Director determines there were circumstances beyond the
person’s control. The following exceptions, if determined to exi<t, will be acceptable to warrant
reingtatement: IlIness or lack of permanent home address.

The PHA will give written natification to al applicants who fail to respond & the required times. If they
fail to respond to this natification, they will be removed from the waiting list.

The PHA dlows agrace period of fifteen (15) days after completion of the purge. Applicants who
respond during this grace period will be reinstated.
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Chapter 5
SUBSIDY STANDARDS
[24 CFR 982.54(d)(9)]
INTRODUCTION

HUD guiddinesrequire that PHA's establish subsidy standards for the determination of  family unit size,
and that such slandards provide for a minimum commitment of subsidy while avoiding overcrowding.
The gandards used for the unit Sze selected by the family must be within the minimum unit sze
requirements of HUD's Housing Quadity Standards. This Chapter explains the subsidy standards which
will be usad to determine the voucher Sze (family unit Sze) for various Szed families when they are
selected from the waiting list, as well as the PHA's procedures when a family's sze changes, or afamily
sdectsaunit size that is different from the Voucher.

A. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

The PHA does not determine who shares a bedroom/d egping room, but there must be at least one
person per bedroom on the Voucher. The PHA's subsidy standards for determining voucher size shall
be applied in amanner consigtent with Fair Housing guideines.

For subsidy standards, an adult is a person 18 years or older.

All sandardsin this section relate to the number of bedrooms on the Voucher, not the family's actua
living arrangements.

The unit 9ze on the Voucher remains the same as long as the family compostion remains the same,
regardiess of the actud unit Sze rented.

One bedroom will generaly be assigned for each two family members. The PHA will consider factors
such asfamily characteridicsincluding sex, age, or rdationship. Consideration will dso be given for
medica reasons and the presence of alive-in aide.

Generdly, the PHA assigns one bedroom to two people within the following guiddines:

* Persons of different generations, persons of the opposite sex (other than spouses), and
unrelated adults should be alocated a separate bedroom.
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* Separate bedrooms should be alocated for persons of the opposite sex (other than adults
who have a spousd reationship and children under 3 years old).

* Fogter children will be included in determining unit Sze only if they will be in the unit for more
than 6 months.

* Live-in attendants will generdly be provided a separate bedroom. No additiona bedrooms
are provided for the attendant’ s family.

* Space may be provided for a child who is away a school but who lives with the family during
school recesses.

* Adults of different generations will have separate bedrooms.
* Single person families shal be dlocated one bedroom.

GUIDELINES FOR DETERMINING VOUCHER SIZE

Voucher Size Persons in Household
Minimum Number Maximum Number
0 Bedroom 1 1
1 Bedroom 1 2
2 Bedrooms 2 6
3 Bedrooms 3 8
4 Bedrooms 4 10
5 Bedrooms 6 12
6 Bedrooms 8

B. EXCEPTIONSTO SUBSIDY STANDARDS [24 CFR 982.403(a) & (b)]

The PHA shdl grant exceptions from the subsidy standards if the family requests and the PHA
determines the exceptions are judtified by the rdationship, age, sex, hedth or disability of family
members, or other individua circumstances.

The PHA will grant an exception upon request as an accommodation for persons with disabilities.
Circumstances may dictate alarger Size than the subsidy standards permit when persons cannot share a
bedroom because of aneed, suchasa

* Veified medica or health reason; or
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* Elderly persons or persons with disabilities who may require alive-in attendant.
Request for Exceptionsto Subsdy Standards

The family may request alarger Szed voucher than indicated by the PHA’s subsdy standards. Such
request must be made in writing within ten (10) days of the PHA’ s determination of bedroom size. The
request must explain the need or judtification for alarger bedroom. Documentation verifying the need or
jutification will be required as gppropriate.

The PHA will not ordinarily issue alarger voucher due to additions of family members other than by
birth, adoption, marriage, or court-awarded custody.

Requests based on hedlth related reasons must be verified by a doctor.
PHA Error

If the PHA errsin the bedroom size designation, the family will be issued aVoucher of the appropriate
gze

Changesfor Applicants

The voucher Szeis determined prior to the briefing by comparing the family composition to the PHA
subsidy standards. If an applicant requires a change in the voucher size, based on the requirements of
the PHA subsidy standards, the above references guiddines will apply.

Changesfor Participants

The members of the family residing in the unit must be gpproved by the PHA. The family must obtain
approvd of any additiona family member before the new member occupies the unit except for additions
by birth, adoption, or court-awarded custody, in which case the family mugt inform the PHA within ten
(10) working days. The above referenced guiddines will apply.

Under housed and Overhoused Families

If aunit does not meet HQS space standards due to an increase in family sze, (unit too smdl), the PHA
will issue anew voucher of the gppropriate Sze and asss the family in locating a suitable unit.

Premerger Certificate Families Only:

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 42



If apremerger certificate family is occupying a unit which has more bedrooms than alocated
under the PHA's subsidy standards, and the gross rent exceeds the FMR/Exception Rent for
the family size under the PHA's subsidy standards, the PHA will issue the family a new voucher,
of the gppropriate Sze, and assigt the family in finding a suitable unit.

Premerger certificate families who are under-occupying a unit as defined above will be issued a
voucher and given aminimum of sixty days to locate a new unit before assstance is terminated.

* |n such cases the PHA' s voucher term extension policy will be applicable.

The PHA will dso notify the family of the circumstances under which an exception will be granted, such
as.

* If afamily with adisability is underhoused in an accessible unit.

* If afamily requires the additional bedroom because of a hedlth problem which has been
verified by the PHA.

* The PHA and family have been unable to locate a unit within ten (10) working days.
Transfer Waiting List

When achange in family compaosition requires alarger Voucher size and no funds are available, the
family will be placed on a Transfer Lid.

Familieswill be seected from the Trandfer List before families are sdlected from the gpplicant waiting
list. This assures that families who are dready on the program are in the appropriate sized units.

Families will be selected from thislist when there is available funding, in the following sequence:
* A participant family (whose family composition has been gpproved by the PHA) who requires
achangein Voucher sze because they are living in aunit which is overcrowded according to
Housing Qudity Standards.
* A participant family (whose family composition has been approved by the PHA) who requires
achange in Voucher sze under the Subsidy Standards, but not under Housing Qudity
Standards.

* All others who require atransfer as determined by the PHA.
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C. UNIT SIZE SELECTED [24 CFR 982.402(c)

The family may sdlect a different Sze dwelling unit than that listed on the Voucher. There are three
criteriato consder:

Subsidy Limitation: The family unit Sze as determined for afamily under the PHA subsidy
gtandard for afamily assisted in the voucher program is based on the PHA'’ s adopted payment
gandards. The payment standard for afamily shall be the lower of:

The payment standard amount for the family unit Sze; or
The payment standard amount for the unit size rented by the family.

Utility Allowance: The utility alowance used to caculate the gross rent is based on the actud
gze of the unit the family sdects, regardiess of the Sze authorized on the family's Voucher.

Housing Quadlity Standards. The standards alow two persons per living/deeping room and
permit maximum occupancy levels (assuming aliving room is used as aliving/degping areg) as
shown in the table below. The levels may be exceeded if aroom in addition to bedrooms and
living room is used for desping.

*HQS GUIDELINES FOR UNIT SIZE SELECTED

Unit Sze Maximum Number in Household
0 Bedroom 1
1 Bedroom 4
2 Bedrooms 6
3 Bedrooms 8
4 Bedrooms 10
5 Bedrooms 12
6 Bedrooms 14
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Chapter 6
FACTORSRELATED TO TOTAL TENANT PAYMENT AND FAMILY SHARE
DETERMINATION
[24 CFR Part 5, Subparts E and F; 982.153, 982.551]

INTRODUCTION

The PHA will use the methods as st forth in this Adminigrative Plan to verify and determine that family
income a admission and a annua reexamination is correct. The accurate calculation of Annud Income
and Adjusted Income will ensure that families are not paying more or less money for rent than their
obligetion under the Regulations.

This Chapter defines the alowable expenses and deductions to be subtracted from Annua Income and
how the presence or absence of household members may affect the Total Tenant Payment (TTP).
Income and TTP are calculated in accordance with 24 CFR Part 5, Subparts E and F, and further
ingructions set forth in HUD Notices and Memoranda. The formula for the calculation of TTPis
specific and not subject to interpretation. The PHA's palicies in this Chapter address those areas which
alow the PHA discretion to define terms and to develop standards in order to assure consistent
gpplication of the various factors that relate to the determination of TTP.

A. INCOME AND ALLOWANCES[24 CFR 5.609]

Income: Includes dl monetary amounts which are received on behdf of the family. For purposes of
caculating the Total Tenant Payment, HUD defines what isto be caculated and what is to be excluded
in the federa regulations. In accordance with this definition, al income which is not specificaly excluded
in the regulaions is counted.

Annua Income is defined as the grass amount of income anticipated to be received by the family during
the 12 months after certification or recertification. Gross income is the amount of income prior to any
HUD alowable expenses or deductions, and does not include income which has been excluded by
HUD. Annud income is used to determine whether or not gpplicants are within the applicable income
limits

Adjusted Income is defined as the Annua income minus any HUD dlowable expenses and deductions.
HUD has five dlowable deductions from Annud Income;

Dependent Allowance: $480 each for family members (other than the head or spouse) who are minors,
and for family members who are 18 and older who are full-time students or who are disabled.
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Elderly/Disabled Allowance: $400 per family for families whose head or spouseis 62 or over or
disabled.

Allowable Medicd Expenses. Deducted for dl family members of an digible ederly/disabled family.

Child Care Expenses. Deducted for the care of children under 13 when child care is necessary to alow
an adult member to work, attend school, or actively seek employment.

Allowable Disability Assistance Expenses: Deducted for attendant care or auxiliary gpparatus for
persons with disabilities if needed to enable theindividua or an adult family member to work.

B. MINIMUM RENT [24 CFR 5.616]
Minimum Rent

"Minimum rent" is $25.00. Minimum rent refers to the Totd Tenant Payment and includes the combined
amount afamily pays towards rent and/or utilitieswhen it is gpplied.

Hardship Requestsfor an Exception to Minimum Rent

The PHA recognizes that in some circumstances even the minimum rent may creete afinancia hardship
for families. The PHA will review al relevant circumstances brought to the PHA'’ s atention regarding
financid hardship asit applies to the minimum rent. The following section Sates the PHA'’ s procedures
and paliciesin regard to minimum rent financia hardship as set forth by the Quality Housing and Work
Responsbility Act of 1998. HUD has defined circumstances under which a hardship could be claimed.
Criteriafor Hardship Exception

In order for afamily to qudify for a hardship exception the family’ s circumstances must fal under one of
the following HUD hardship criteria

The family haslogt digibility or is awaiting an digibility determination for Federd, Stete, or local
assigtance;

The family would be evicted as aresult of the impogtion of the minimum rent requirement;
The income of the family has decreased because of changed circumstances, including:

Loss of employment
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Desgth in the family

Other circumstances as determined by the PHA or HUD
PHA Noatification to Families of Right to Hardship Exception
The PHA will notify al families subject to minimum rents of their right to request a minimum rent
hardship exception. “ Subject to minimum rent” means the minimum rent was the greetest figure in the
caculaion of the greatest of 30% of monthly adjusted income, 10% of monthly income, minimum rent

or welfare rent.

If the minimum rent is the greatest figure in the caculation of Totd Tenant Payment, PHA gaff will
include a copy of the notice regarding hardship request provided to the family in the family’ sfile.

The PHA natification will advise families that hardship exception determinations are subject to  PHA
review and hearing procedures.

The PHA will review dl family requests for exception from the minimum rent due to financid hardships.
All requests for minimum rent hardship exceptions are required to be in writing.
Requests for minimum rent exception will be accepted by the PHA from the family in writing.

*The PHA will request documentation as proof of financia hardship.

*The PHA will useits sandard verification procedures to verify circumstances which have
resulted in financid hardship.

Requests for minimum rent exception mugt include a statement of  the family hardship that qudify the
family for an exception.

Suspension of Minimum Rent

The PHA will grant the minimum rent exception to al familieswho request it, effective the first of the
fallowing month.

The minimum rent will be suspended until the PHA determines whether the hardship is.

Covered by statute
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Temporary or long term

"Sugpension” means that the PHA must not use the minimum rent calculation until the PHA has made
this decison.

During the minimum rent suspension period, the family will not be required to pay a minimum rent and
the housing ass stance payment will be increased accordingly.

If the PHA determines that the minimum rent is not covered by statute, the PHA will impose aminimum
rent including payment for minimum rent from the time of suspension.

Temporary Hardship

If the PHA determines that the hardship is temporary, a minimum rent will not be imposed for a period
of up to 90 days from the date of the family’s request. At the end of the temporary suspension period,
aminimum rent will be imposed retroactively to the time of suspension.

The PHA will offer arepayment agreement to the family for any such rent not paid during the temporary
hardship period. (See "Owner and Family Debts to the PHA" chapter for Repayment agreement

policy).
Long-Term Duration Hardships [24 CFR 5.616(c)(3)]

If the PHA determines thet there is a qualifying long-term financid hardship, the PHA must exempt the
family from the minimum rent requirements.

Retroactive Deter mination

The PHA will remburse the family for any minimum rent charges which took effect after October 21,
1998 that qualified for one of the mandatory exceptions.

If the family is owed a retroactive payment, the PHA will offer the family achoice of either acash refund
or acredit towards their rent contribution.

The PHA’s definition of a cash refund is a check made out to the family.

The PHA will not provide a cash refund for amounts owed to the family which are less than $100.00
and will offset the amount againgt future HAP payments.
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C.  DEFINITION OF TEMPORARILY/PERMANENTLY ABSENT [24 CFR
982.54(d)(10), 982.551]

The PHA must compute al gpplicable income of every family member who is on the lease, including
those who are temporarily absent. In addition, the PHA must count the income of the spouse or the
head of the household if that person istemporarily absent, even if that person is not on the lease.

"Temporarily absent” is defined as away from the unit for more than sixty (60) days.

Income of persons permanently absent will not be counted. If the spouse is temporarily absent and in
the military, dl military pay and alowances (except hazardous duty pay when exposed to hogtile fire and
any other exceptions to military pay HUD may define) is counted asincome.

It is the responsibility of the head of household to report changesin family composition. The PHA will
evauae absences from the unit using this policy.

Absence of Any Member

Any member of the household will be consdered permanently absent if gheisaway from the unit for six
(6) consecutive months except as otherwise provided in this Chapter.

Absence dueto Medical Reasons

If any family member leaves the household to enter afacility such as hospitd, nursang home, or
rehabilitation center, the PHA will seek advice from ardiable qudified source asto the likelihood and
timing of ther return. If the verification indicates thet the family member will be permanently confined to
anursgng home, the family member will be considered permanently absent. If the verification indicates
that the family member will return in less than 180 consecutive days, the family member will not be
considered permanently absent.

If the person who is determined to be permanently absent is the sole member of the household,
assstance will be terminated in accordance with the PHA's " Absence of Entire Family™ policy.

Absence Dueto Full-time Student Status
Full time students who attend school away from the home will be treeted in the following manner:
* A student (other than head of household or spouse) who attends school away from home but

lives with the family during school recesses may, at the family's choice, be consdered either
temporarily or permanently absent. If the family decides that the member is permanently absent,
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income of that member will not be included in total household income, the member will not be
included on the lease, and the member will not be included for determination of VVoucher size.

Absence dueto Incarceration

If the sole member isincarcerated for more than 90 consecutive days, She will be consdered
permanently absent. Any member of the household, other than the sole member, will be considered
permanently absent if Sheisincarcerated for Sx (6) consecutive months.

The PHA will determineif the reason for incarceration is for drug-relaed or violent crimind activity and
will not act accordingly.

Absence of Children dueto Placement in Foster Care

If the family includes achild or children temporarily aosent from the home due to placement in foster
care, the PHA will determine from the gppropriate agency when the child/children will be returned to the
home.

If the time period is to be greater than six (6) months from the date of removal of the child/ren, the
Voucher sze will be reduced. If dl children are removed from the home permanently, the voucher Sze
will be reduced in accordance with the PHA's subsidy standards.
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Absence of Entire Family

These policy guiddines address Stuations when the family is absent from the unit, but has not moved out
of the unit. In cases where the family has moved out of the unit, the PHA will terminate assstance in
accordance with gppropriate termination procedures contained in this Plan.

Families are required both to notify the PHA before they move out of aunit and to give the PHA
information about any family absence from the unit.

Families must notify the PHA at least 14 days before leaving the unit or no less than 2 days after leaving
the unit if they are going to be absent from the unit for more than thirty (30) consecutive days.

If the entire family is absent from the asssted unit for more than sixty (60) consecutive days, the unit will
be considered to be vacated and the assistance will be terminated.

If it is determined that the family is absent from the unit, the PHA will not continue assistance payments.

If it is determined that the family is absent from the unit, the PHA will continue ass stance payments for a
maximum of sxty (60) days.

HUD regulations require the PHA to terminate assistance if the entire family is absent from the unit for a
period of more than 180 consecutive calendar days.

"Absence’ means that no family member isresding in the unit.
In order to determine if the family is absent from the unit, the PHA may:

* Wirite letters to the family a the unit
* Telephone the family at the unit

* |nterview neighbors

* Veify if utilitiesarein sarvice

* Check with the post office

A person with a disability may request an extension of time as an accommodetion, provided that the
extension does not go beyond the HUD-alowed 180 consecutive caendar days limit.

If the absence which resulted in termination of assstance was due to a person's disability, and the PHA
can verify that the person was unable to notify the PHA in accordance with the family's responsibilities,

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 51



and if funding is avallable, the PHA may reindate the family as an accommodation if requested by the
family, aslong as the period was within 180 days.

Caretaker for Children

If neither parent remains in the household and the gppropriate agency has determined that another adult
isto be brought into the assisted unit to care for the children for an indefinite period, the PHA will treet
that adult as avidtor for the first 90 days.

If by the end of that period, court-awarded custody or lega guardianship has been awarded to the
caretaker, the Voucher will be transferred to the caretaker.

If the appropriate agency cannot confirm the guardianship status of the caretaker, the PHA will review
the Satus at sSixty (60) day intervas.

If custody or legd guardianship has not been awarded by the court, but the action isin process, the
PHA will secure verification from socid services saff or the attorney asto the satus.

If custody is awarded for alimited timein excess of sated period, the PHA will statein writing thet the
transfer of the VVoucher isfor that limited time or aslong as they have custody of the children. The PHA
will use discretion as deemed gppropriate in determining any further assgnation of the VVoucher on
behdf of the children.

The caretaker will be dlowed to remain in the unit, as a vidtor, until a determination of custody is made.

The PHA will transfer the voucher to the caretaker, in the absence of a court order, if the caretaker has
been in the unit for more than 180 days and it is reasonable to expect that custody will be granted.

When the PHA approves a person to reside in the unit as caretaker for the child/ren, the income should
be counted pending afind dispostion. The PHA will work with the gppropriate service agencies and
the landlord to provide a smooth trangition in these cases.

If amember of the household is subject to a court order that restricts himv/her from the home for more
than three (3) months, the person will be considered permanently absent.

Vigtors
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Any adult not included on the HUD 50058 who has been in the unit more than thirty (30) consecutive
days without PHA gpprovd, will be consdered to be living in the unit as a unauthorized household
member.

Absence of evidence of any other address will be consdered verification that the vistor is amember of
the household.

Statements from neighbors and/or the landlord will be consdered in making the determination.

Use of the unit address as the vigitor's current residence for any purpose that is not explicitly temporary
shall be construed as permanent residence.

The burden of proof that the individud isavistor rests on the family. In the aasence of such proof, the
individua will be consdered an unauthorized member of the household and the PHA will terminate
assstance since prior approval was not requested for the addition.

Minors and college students who were part of the family but who now live away from home during the
school year and are no longer on the lease may vidt for up to one hundred twenty (120) days per year
without being considered a member of the household.

Inajoint custody arrangement, if the minor isin the household less than one hundred eighty three (183)
days per year, the minor will be consdered to be an digible visitor and not afamily member.

Reporting Additionsto Owner and PHA

Reporting changes in household composition to the PHA is both aHUD and a PHA requirement.

The family obligations require the family to request PHA gpprova to add any other family member asan
occupant of the unit and to inform the PHA of the birth, adoption or court-awarded custody of a child.
The family must request prior gpprova of additional household membersin writing.

If the family does not obtain prior written gpprova from the PHA, any person the family has permitted
to move in will be consdered an unauthorized household member.

In the event that a vigitor continues to reside in the unit after the maximum dlowable time, the family
must report it to the PHA in writing within fourteen (14) days of the maximum alowable time.

Families are required to report any additions to the household in writing to the PHA within ten (10) days
of the move-in date.
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An interim reexamination will be conducted for any additions to the household.

In addition, the lease may require the family to obtain prior written gpprova from the owner when there
are changesin family composition other than birth, adoption or court awarded custody.

Reporting Absencesto the PHA

Reporting changes in household compasition is both aHUD and a PHA requirement.

If afamily member leaves the household, the family must report this change to the PHA, in writing,
within ten (10) days of the change and certify as to whether the member is temporarily absent or
permanently absent.

The PHA will conduct an interim evauation for changes which affect the Totd Tenant Payment in
accordance with the interim policy.

D. AVERAGING INCOME
When Annua Income cannot be anticipated for afull twelve months, the PHA may:
Annudize current income and conduct an interim reexamination if income changes.

If there are bonuses or overtime which the employer cannot anticipate for the next twelve months,
bonuses and overtime received the previous year will be used.

If, by averaging, an estimate can be made for those families whose income fluctuates from month to
month, this estimate will be used s0 as to reduce the number of interim adjustments.

The method used depends on the regularity, source and type of income.
E. MINIMUM INCOME

Thereis no minimum income requirement. Families who report zero income are required to Undergo an
interim recertification every three (3) months.

Families that report zero income will be required to provide information regarding their means of basic
subsistence, such asfood, utilities, trangportation, etc.
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If the family’ s expenses exceed their known income, the PHA will make inquiry of the head of
household as to the nature of the family’ s accessible resources.

F.  INCOME OF PERSON PERMANENTLY CONFINED TO NURSING HOME
[24 CFR 982.54(d)(10)]

If afamily member is permanently confined to a hospital or nursing home and there is afamily member
Ieft in the household, the PHA will caculate the income by using the following methodology and use the
income figure which would result in alower payment by the family:

Exclude the income and deductions of the member if hisher income goes directly to the facility.

OR
Include the income and deductions of the member if his’her income goes to a family member.
G. REGULAR CONTRIBUTIONS AND GIFTS[24 CFR 5.609]

Regular contributions and gifts recelved from persons outside the household are counted as income for
caculation of the Total Tenant Payment.

Any contribution or gift recelved every two months or more frequently will be consdered a"regular™
contribution or gift, unless the amount is less than $1,200.00 per year. Thisincludes rent and utility
payments made on behaf of the family and other cash or non-cash contributions provided on aregular
basis. It does not include casua contributions or sporadic gifts. (See "Verification Procedures' chapter
for further definition.)

If the family's expenses exceed its known income, the PHA will inquire of the family regarding
contributions and gifts.

H. ALIMONY AND CHILD SUPPORT [24 CFR 5.609]

Regular dimony and child support payments are counted as income for calculation of Tota
Tenant Payment.

If the amount of child support or dimony received is less than the amount awarded by the court, the
PHA will use the amount awarded by the court unless the family can verify that they are not receiving
the full amount and verification of item(s) below are provided.

The PHA will accept verification that the family is receiving an amount less than the award if:
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* The PHA receives verification from the agency responsible for enforcement or collection.

* The family furnishes documentation of child support or dimony collection action filed through
a child support enforcement/collection agency, or has filed an enforcement or collection action
through an atorney.

* |t isthe family's responsibility to supply a certified copy of the divorce decree.

l. LUMP-SUM RECEIPTS[24 CFR 5.609]

Lump-sum additions to Family assets, such as inheritances, insurance payments (including payments
under health and accident insurance and worker's compensation), capital gains, and settlement for
persona or property losses, are not included in income but may be included in assets.

Lump-sum payments caused by delaysin processing periodic payments such as unemployment or
welfare assstance are counted as income. Lump sum payments from Socia Security or SSl are
excluded from income, but any amount remaining will be consdered an asset. Deferred periodic
payments which have accumulated due to a dispute will be trested the same as periodic payments which
are deferred due to delays in processing.

In order to determine amount of retroactive tenant rent that the family owes as aresult of the lump sum
receipt:

* The PHA uses a caculation method which caculates retroactively or prospectively depending
on the circumstances.

* The PHA will caculate progpectively if the family reported the payment within ten (10) days
and retroactively to date of receipt if the receipt was not reported within that time frame.

Prospective Calculation M ethodology

If the payment is reported on atimely basis, the calculation will be done prospectively and will result in
an interim adjustment caculated as follows:

The PHA will determine the percent of the year remaining until the next annud recertification as of the
date of the interim.

If amortizing the payment over one year will cause the family to pay more than 40 percent of the
family's adjusted income (before the lump sum was added) for Tota Tenant Payment, the PHA and
family may enter into a Payment Agreement, with the approva of the Assistant Executive Director, for
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the balance of the amount over the 40 percent caculation. The beginning date for this Payment
Agreement will start as soon as the one year is over.

Retroactive Calculation M ethodology

The PHA will go back to the date the lump-sum payment was received, or to the date of admission,
whichever is closer.

The PHA will determine the amount of income for each certification period, including the lump sum, and
recalculate the tenant rent for each certification period to determine the amount due the PHA.

The family must pay this "retroactive’ amount to the PHA in alump sum, except,
At the PHA's option, the PHA may enter into a Payment Agreement with the family which will dlow the
family to ingal amaximum amount of $600.00 which must be paid within the following twelve (12)
months.
The amount owed by the family is a collectible debt even if the family becomes unasssted.
Attorney Fees
The family's atorney fees may be deducted from lump-sum payments when computing annud income if
the atorney's efforts have recovered alump-sum compensation, and the recovery paid to the family
does not include an additiond amount in full satisfaction of the attorney fees.
J. CONTRIBUTIONSTO RETIREMENT FUNDS - ASSETS [24 CFR 5.603(d)]
Contributions to company retirement/pension funds are handled as follows:
While an individud is employed, count as assets only amounts the family can withdraw without
retiring or terminating employmernt.

After retirement or termination of employment, count any amount the employee eectsto receive as
alump sum.
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K.  ASSETSDISPOSED OF FOR LESS THAN FAIR MARKET VAL UE [24
CFR 5.603(d)(3)]

The PHA must count assets disposed of for less than fair market vaue during the two years preceding
certification or reexamination. The PHA will count the difference between the market vaue and the
actua payment received in calculating tota assets.

Assets disposed of as aresult of foreclosure or bankruptcy are not considered to be assets disposed of
for lessthan fair market value. Assets disposed of as aresult of adivorce or separation are not
considered to be assets disposed of for less than fair market value.

The PHA's minimum threshold for counting assets disposed of for lessthan Fair Market valueis
$5,000.00. If the total value of assets disposed of within a one-year period isless than $5,000.00, they
will not be considered an asset.

L CHILD CARE EXPENSES [24 CFR 5.603]

Child care expenses for children under 13 may be deducted from annua income if they enable an adult
to work or attend schoal full time, or to actively seek employment.

In the case of a child atending private school, only after-hours care can be counted as child care
eXpenses.

Child care expenses cannot be dlowed as a deduction if there is an adult household member capable of
caring for the child who can provide the child care. Examples of those adult members who would be
considered unable to care for the child include:

Full time employed adult household member

The abuser in adocumented child abuse Stuation, or

A person with disabilities or older person unable to take care of asmal child, asverified by a
reliable knowledgeable source.

Allowability of deductionsfor child care expensesis based on the following guidelines:
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Child care to work: The maximum child care expense alowed must be less than the amount earned by
the person enabled to work. * The "person enabled to work™ will be the adult member of the household
who earns the least amount of income from working.

Child care for school: The number of hours claimed for child care may not exceed the number of hours
the family member is attending school, including reasonable trave time to and from school.

Amount of Expense: The PHA will use an actud hourly rate or areasonable rate as charged by locd
care providers as aguiddine. If the hourly rate materiadly exceeds the guiddine, the PHA will cdculate
the dlowance using the guiddine.

M. MEDICAL EXPENSES[24 CFR 5.609(a)(2), 5.603]

When it isunclear in the HUD rules as to whether or not to dlow an item asamedicd expense, IRS
Publication 502 will be used asaguide.

Nonprescription medicines must be doctor-recommended in order to be considered a medical expense.

Nonprescription medicines will be counted toward medica expenses for familieswho qudify if the
family furnishes legible recelpts.

Accupressure, accupuncture and related herba medicines, and chiropractic services will not be
considered alowable medica expenses.

N. PRORATION OF ASSISTANCE FOR "MIXED" FAMILIES[24 CFR 5.520]

Applicability

Proration of assistance mugt be offered to any "mixed" applicant or participant family. A "mixed” family
isone that includes at least one U.S. citizen or digible immigrant and any number of indigible members.

Prorated Assistance Calculation

Prorated assstance is calculated by determining the amount of assistance payable if dl family members
were digible and multiplying by the percent of the family members who actudly are digible. Cdculaions
for each housing program are performed on the HUD 50058 form.

O. REDUCTION IN BENEFITS
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See Chapter on recertifications on how to handle income changes resulting from welfare program
requirements.

P. UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT PAYMENTS [24
CFR 982.153, 982.517]

The same Utility Allowance Schedule is used for al tenant-based programs.

The utility dlowance isintended to cover the cost of utilities not included in the rent. The dlowance is
based on the typical cost of utilities and services paid by energy-conservative households that occupy
housing of amilar Sze and type in the same locdlity. Allowances are not based on an individud family's
actud energy consumption.

The PHA’s utility alowance schedule, and the utility alowance for an individud family, mugt include the
utilities and services that are necessary in the locality to provide housing that complies with the housing
qudity standards.

The PHA may not provide any alowance for non-essentid utility costs, such as codts of cable or
sadlite televison.

The PHA mugt dassfy utilitiesin the utility allowance schedule according to the following generd
categories. gpace hedting, air conditioning, cooking, water heating, water, sewer, trash collection; other
electric, refrigerator (for tenant supplied refrigerator), range (cost of tenant-supplied range); and other
Specified services.

An dlowance for tenant-paid air conditioning will be provided in those cases where the mgority of
housing units in the market have centrd air conditioning or are wired for tenant ingtaled air conditioners
[24 CFR 982.517.

The mgority of housng unitsin the areawith centrd air conditioning is defined by the PHA as more than
50% percent of housing units surveyed based on information gathered from loca property owners,
newspaper ads, and telesurveying

A tenant-paid air conditioning alowance will be provided throughout our jurisdiction. The ar
conditioning alowance will only be granted to families in the applicable area when the PHA has
confirmed that the unit actualy has an air conditioner in the unit.

The PHA will review the utility alowance schedule annudly. If the review finds a utility rate has changed
by 10 percent or more since the last revision of the utility alowance schedule, the schedule will be
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revised to reflect the new rate. Revised utility alowances will be applied in a participant family's rent
caculation at their next reexamination.

The gpproved utility dlowance schedule is given to families dong with their Voucher. The utility
alowance is based on the actud unit Sze selected.

Where families provide their own range and refrigerator, the PHA will establish an alowance adequate
for the family to purchase or rent arange or refrigerator, even if the family aready owns either
appliance. Allowances for ranges and refrigerators will be based on the lesser of the cost of leasing or
purchasing the appropriate appliance over atwenty four (24) month period.

Where the caculation on the HUD 50058 results in a utility reimbursement payment due the family, the
PHA will provide a Utility Reimbursement Payment for the family each month. The check will be made
out:

Jointly to the utility company and the tenant
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Chapter 7
VERIFICATION PROCEDURES
[24 CFR Part 5, SubpartsB, D, E and F; 982.108]

INTRODUCTION

HUD regulations require that the factors of digibility and Totd Tenant Payment/Family Share be
verified by the PHA. PHA gtaff will obtain written verification from independent sources whenever
possible and will document tenant files whenever third party verifications are not possible asto why third
party verification was impossible to obtain.

Applicants and program participants must provide true and complete information to the PHA whenever
information is requested. The PHA's verification requirements are designed to maintain program
integrity. This Chapter explains the PHA's procedures and standards for verification of preferences,
income, assets, dlowable deductions, family status, and changes in family compaosition. The PHA will
obtain proper authorization from the family before requesting information from independent sources.

A. METHODS OF VERIFICATION AND TIME ALLOWED [24 CFR 982.516]

The PHA will verify information through the four methods of verification acceptable to HUD in the
faollowing order:

1. Third-Party Written

2. Third-Party Orad

3. Review of Documents

4. Certification/Sdf-Declaration

The PHA will dlow three (3) weeks for return of third-party verifications and four (4) weeksto obtain
other types of verifications before going to the next method. The PHA will document the file asto why

third party written verification was not used.

For gpplicants, verifications may not be more than 60 days old at the time of V oucher issuance. * For
participants, they are valid for 90 days from date of receipt.

Third-Party Written Verification
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Third-party verification is used to verify information directly with the source. Third-party written
verification formswill be sent and returned viafirst class mail. The family will be required to sgn an
authorization for the information source to release the specified information.

Verifications received dectronically directly from the source are considered third party written
verifications.

Third party verification forms will not be hand carried by the family under any circumstances.

The PHA will accept verifications in the form of computerized printouts delivered by the family from the
following agencies

* Socid Security Adminitration
* Veterans Adminigtration
* Welfare Assistance
* Unemployment Compensation Board
* City or County Courts
Third-Party Oral Verification

Ord third-party verification will be used when written third-party verification is ddayed or not possible.
When third-party ord verification is used, staff will be required to complete a Certification of Document
Viewed or Person Contacted form, noting with whom they spoke, the date of the conversation, and the
facts provided. If ord third party verification is not available, the PHA will compare the information to
any documents provided by the Family. If provided by telephone, the PHA must originate the call.

Review of Documents

In the event that third-party written or ora verification is unavallable, or the information has not been
verified by the third party within four (4) weeks, the PHA will annotate the file accordingly and utilize
documents provided by the family as the primary source if the documents provide complete information.

All such documents, excluding government checks, will be photocopied and retained in the gpplicant
file. In cases where documents are viewed which cannot be photocopied, aff viewing the document(s)
will complete a Certification of Document Viewed or Person Contacted form or document.
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The PHA will accept the following documents from the family provided thet the document is such that
tampering would be easily noted:

* Printed wage stubs
* Computer print-outs from the employer
* Signed letters (provided that the information is confirmed by phone)
* Other documents noted in this Chapter as acceptable verification
The PHA will accept faxed documents.
The PHA will accept photo copies.

If third-party verification is received after documents have been accepted as provisond verification, and
there is adiscrepancy, the PHA will utilize the third party verification.

The PHA will not delay the processing of an application beyond fourteen (14) days because a third
party information provider does not return the verification in atimely manner.

Sdf-Certification/Self-Declar ation

When verification cannot be made by third-party verification or review of documents, families will be
required to submit a sdlf-certification.

Sdf-certification means a notarized statement/affidavit/certification/statement under pendty of
perjury][and must be witnessed.

B. RELEASE OF INFORMATION [24 CFR 5.230]

Adult family memberswill be required to sgn the HUD 9886 Release of Information/Privacy Act form.
In addition, family members will be required to Sgn specific authorization forms when informetion is
needed that is not covered by the HUD form 9886, Authorization for Release of Information/Privacy
Act Notice.

Each member requested to consent to the release of specific information will be provided with a copy of
the gppropriate forms for their review and sgnature.
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Family refusa to cooperate with the HUD prescribed verification system will result in denid of
admission or termination of assstance because it is afamily obligation to supply any information and to
sgn consent forms requested by the PHA or HUD.

C. COMPUTER MATCHING

The PHA will utilize the HUD established computer-based Tenant Eligibility Verification System
(TEVS) toal for obtaining Socid Security benefits, Supplementa Security Income, benefit history and
tenant income discrepancy reports from the Socia Security Administration

When computer matching results in a discrepancy with information in the PHA records, the PHA will
follow up with the family and verification sources to resolve this discrepancy. If the family has
unreported or under reported income, the PHA will follow the procedures in the Program Integrity
Addendum of the Adminidrative Plan.

D. ITEMSTO BE VERIFIED [24 CFR 982.516]

All income not specificaly excluded by the regulations.

Full-time student status including High School students who are 18 or over.

Current assetsincluding assets digposed of for less than fair market value in preceding two years.

Child care expense where it alows an adult family member to be employed or to further his’her
educetion.

Total medica expenses of al family member in households whose head or spouse is elderly or dissbled.

Disability assistance expenses to include only those costs associated with attendant care or auxiliary
gpparatus for a disabled member of the family, which dlow an adult family member to be employed.

Disability for determination of preferences, dlowances or deductions.
U.S. ditizenship/digible immigrant Satus

Socia Security Numbersfor al family members over 6 years of age or older who have been issued a
socid security number.

"Preference’ gatus
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Familid/Marita status when needed for head or spouse definition.

Verification of Reduction in Benefits for Noncompliance:
The PHA will obtain written verification from the welfare agency dating thet the family’ s benefits
have been reduced for fraud or noncompliance before denying the family’ s request for rent
reduction.

E. VERIFICATION OF INCOME [24 CFR 982.516]

This section defines the methods the PHA will use to verify various types of income.

Employment Income

Verification forms request the employer to specify the:
Dates of employment
Amount and frequency of pay

Date of the last pay increase

Likelihood of change of employment status and effective date of any known sdary increese
during the next 12 months

* Y ear to date earnings

* Edimated income from overtime, tips, bonus pay expected during next 12 months
Acceptable methods of verification include, in this order:
1 Employment verification form completed by the employer.

2. Check stubs or earning statements, which indicate the employee's gross pay, frequency of pay
or year to date earnings.

3. W-2 forms plus income tax return forms.

4, Sdf-certifications or income tax returns signed by the family may be used for verifying sdf-
employment income, or income from tips and other gratuities. For self employment types,
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where there isthe potential for substantial income, self-certification will be
unacceptable]

Applicants and program participants may be requested to sign an authorization for release of information
from the Internad Revenue Service for further verification of income.

In cases where there are questions about the validity of information provided by the family, the PHA will
require the most recent federa income tax statements.

Where doubt regarding income exigts, areferra to IRS for confirmation will be made on a case-by-case
basis.

Socid Security, Pensgons, Supplementary Security Income (SS1), Disability Income
Acceptable methods of verification include, in this order:

1 Benefit verification form completed by agency providing the benefits.

2. Award or benefit notification |etters prepared and signed by the providing agency.
3. Computer report eectronicaly obtained or in hard copy.

Unemployment Compensation

Acceptable methods of verification include, in this order:

1 Verification form completed by the unemployment compensation agency.

2. Computer report eectronicaly obtained or in hard copy, from unemployment office stating
payment dates and amounts.

3. Payment stubs.
Welfare Payments or General Assistance
Acceptable methods of verification include, in this order:

1 PHA verification form completed by payment provider.
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3.

4.

Written statement from payment provider indicating the amount of grant/payment, Sart date of
payments, and anticipated changes in payment in the next 12 months.

Computer-generated Notice of Action.

Computer-generated list of recipients from Welfare Department.

Alimony or Child Support Payments

Acceptable methods of verification include, in this order:

1.

Copy of a separation or settlement agreement or a divorce decree stating amount and type of
support and payment schedules.

A notarized |etter from the person paying the support.

Copy of latest check and/or payment stubs from Court Trustee. PHA must record the date,
amount, and number of the check.

Family's self-certification of amount received and of the likelihood of support payments being
received in the future, or that support payments are not being received.

If payments are irregular, the family must provide:

* A copy of the separation or settlement agreement, or a divorce decree stating the amount and
type of support and payment schedules.

* A gtatement from the agency responsible for enforcing payments to show that the family has
filed for enforcement.

* A notarized affidavit from the family indicating the amount(s) received.
* A wedfare notice of action showing amounts recelved by the welfare agency for child support.

* A written statement from an attorney certifying that a collection or enforcement action has
been filed.

Net Income from a Business
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In order to verify the net income from a business, the PHA will view IRS and financia documents from
prior years and use this information to anticipate the income for the next 12 months.

Acceptable methods of verification include:

1 IRS Form 1040, including:
Schedule C (Smdll Business)
Schedule E (Renta Property Income)
Schedule F (Farm Income)

If accelerated depreciation was used on the tax return or financial statement, an accountant's
cdculation of depreciation expense, computed using straight-line depreciation rules.

2. Audited or unaudited financid statement(s) of the business.

3. Credit report or loan application.

4, Documents such as manifests, gppointment books, cash books, bank statements, and receipts
will be used as aguide for the prior Sx months (or lesser period if not in business for Sx months)
to project income for the next 12 months. The family will be advised to maintain these
documentsin the future if they are not availadle,

5. Family's self-certification as to net income redlized from the business during previous years.

Child Care Business

If an applicant/participant is operating alicensed day care business, income will be verified as with any
other business.

If the gpplicant/participant is operating a*cash and carry™ operation (which may or may not be
licensed), the PHA will require that the applicant/participant complete aform for each customer which
indicates. name of person(s) whose child (children) isare being cared for, phone number, number of
hours child is being cared for, method of payment (check/cash), amount paid, and signature of person.

If the family hasfiled atax return, the family will be required to provideit.
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The PHA will conduct interim reevauations every 90 days and require the participant to provide alog
with the information about customers and income.

If child care services were terminated, athird-party verification will be sent to the parent whose child
was cared for.

Recurring Gifts
The family must furnish a sdlf-certification which contains the following information:

The person who provides the gifts

The vdue of the gifts

The regularity (dates) of the gifts

The purpose of the gifts
Zero Income Status
Families claming to have no income will be required to execute verification forms to determine that
forms of income such as unemployment benefits, TANF, SSI, etc. are not being received by the
household.

The PHA will request information from the State Employment Devel opment Department.

The PHA will run a credit report if information is received that indicates the family has an unreported
income source.

Full-time Student Status

Only the first $480 of the earned income of full time students, other than head, co-head, or spouse, will
be counted towards family income.

Financid ad, scholarships and grants received by full time studentsis not counted towards family
income.

Verification of full time sudent gatus includes.

Written verification from the registrar's office or other school officid.
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F.

Schoal records indicating enrollment for sufficient number of credits to be considered afull-time
student by the educationd inditution.

INCOME FROM ASSETS[24 CFR 982.516]

Savings Account Interest Income and Dividends

Acceptable methods of verification include, in this order:

1.

Account statements, passhooks, certificates of deposit, or PHA verification forms completed by
the financid indtitution.

Broker's statements showing vaue of stocks or bonds and the earnings credited the family.
Earnings can be obtained from current newspaper quotations or ora broker's verification.

IRS Form 1099 from the financia ingtitution, provided thet the PHA must adjust the information
to project earnings expected for the next 12 months.

Interest Income from Mortgagesor Similar Arrangements

Acceptable methods of verification include, in this order:

1.

A letter from an accountant, attorney, real estate broker, the buyer, or afinancia inditution
dating interest due for next 12 months. (A copy of the check paid by the buyer to the family is
not sufficient unless a breakdown of interest and principd is shown.)

Amortization schedule showing interest for the 12 months following the effective date of the
certification or recertification.

Net Rental Income from Property Owned by Family

Acceptable methods of verification include, in this order:

1. IRS Form 1040 with Schedule E (Rental Income).

2. Copies of latest rent receipts, leases, or other documentation of rent amounts.

3. Documentation of allowable operating expenses of the property: tax statements, insurance
invoices, bills for reasonable maintenance and utilities, and bank statements or amortization
schedules showing monthly interest expense.
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4, Lessed's written Statement verifying rent payments to the family and family's sef-certification as
to net income redlized.

G. VERIFICATION OF ASSETS
Family Assets

The PHA will require the information necessary to determine the current cash vaue of the family’s
assts, (the net amount the family would receive if the asset were converted to cash).

Acceptable verification may include any of the following:
Veification forms, |etters, or documents from afinancid ingtitution or broker.

Passbooks, checking account statements, certificates of deposit, bonds, or financid statements
completed by afinancid inditution or broker.

Quotes from a stock broker or realty agent as to net amount family would receive if they
liquidated securities or red edtate.

Red edtate tax statementsif the gpproximate current market value can be deduced from
assessment.

Financia statements for business assts.
Copies of closing documents showing the salling price and the digtribution of the sales proceeds.
Appraisas of persond property held as an investment.

Family's self-certification describing assets or cash held a the family's home or in safe deposit
boxes.

Assets Disposed of for Lessthan Fair Market Vaue (FMV) During Two Y ears Preceding Effective
Date of Certification or Recertification

For dl Certifications and Recertifications, the PHA will obtain the Family's certification as to whether
any member has disposed of assats for less than fair market value during the two years preceding the
effective date of the certification or recertification.
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If the family certifies that they have disposed of assets for less than fair market vaue, verification is
required that shows: (8) al assets disposed of for lessthan FMV, (b) the date they were disposed of,
(c) the amount the family received, and (d) the market value of the assets at the time of disposition.
Third party verification will be obtained wherever possible.

H.  VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME
[24 CFR 982.516]

Child Care Expenses

Written verification from the person who receives the paymentsiis required. If the child care provider is
an individud, he mugt provide a satement of the amount they are charging the family for their services.

Verifications must specify the child care provider's name, address, telephone number, Socia Security
Number, the names of the children cared for, the number of hours the child care occurs, the rate of pay,
and the typical yearly amount paid, including school and vacation periods.

Family's certification as to whether any of those payments have been or will be paid or reimbursed by
outside sources.

Medical Expenses

Familieswho claim medica expenseswill be required to submit a certification as to whether or not any
expense payments have been, or will be, rembursed by an outside source. All expense clams will be
verified by one or more of the methods listed below:

Written verification by adoctor, hospita or clinic personnd, dentist, pharmaci<, of (a) the
anticipated medicd costs to be incurred by the family and regular payments due on medicd hbills;
and (b) extent to which those expenses will be reimbursed by insurance or a government

agency.

Written confirmation by the insurance company or employer of hedth insurance premiumsto be
paid by the family.

Written confirmation from the Sociad Security Adminigiration of Medicare premiums to be paid
by the family over the next 12 months. A computer printout will be accepted.

For attendant care:
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A reliable, knowledgeable professiona’s certification that the assistance of an attendant
is necessary as amedica expense and a projection of the number of hoursthe careis
needed for calculation purposes.

Attendant's written confirmation of hours of care provided and amount and frequency of
payments received from the family or agency (or copies of canceled checks the family
used to make those payments) or stubs from the agency providing the services.

Receipts, canceled checks, or pay stubs that verify medical costs and insurance expenses likely
to be incurred in the next 12 months.

Copies of payment agreements or most recent invoice that verify payments made on outstanding
medicd billsthat will continue over dl or part of the next 12 months.

Receipts or other record of medical expensesincurred during the past 12 months that can be
used to anticipate future medical expenses. PHA may use this gpproach for "general medica

expenses' such as non-prescription drugs and regular vigits to doctors or dentists, but not for
one time, nonrecurring expenses from the previous year.

The PHA will use mileage at the IRS rate, or cab, busfare, or other public transportation cost
for verification of the cost of transportation directly related to medica trestment.

Assistance to Personswith Disabilities[24 CFR 5.611(c)]

In All Cases:
Written certification from areliable, knowledgeable professona that the person with disabilities
requires the services of an atendant and/or the use of auxiliary gpparatus to permit him/her to
be employed or to function sufficiently independently to enable another family member to be
employed.

Family's certification as to whether they receive reimbursement for any of the expenses of
disability assstance and the amount of any relmbursement received.

Attendant Care;

Attendant's written certification of amount received from the family, frequency of receipt, and
hours of care provided.
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Certification of family and attendant and/or copies of canceled checks family used to make
payments.

Auxiliary Apparatus.

Receipts for purchases or proof of monthly payments and maintenance expenses for auxiliary
apparatus.

In the case where the person with disabilities is employed, a statement from the employer that
the auxiliary gpparatus is necessary for employment.

l. VERIFYING NON-FINANCIAL FACTORS[24 CFR 982.153(b)(15)]
Verification of Legal Identity

In order to prevent program abuse, the PHA will require gpplicants to furnish verification of lega
identity for dl family members

The documents listed below will be considered acceptable verification of legd identity for adults. If a
document submitted by afamily isillegible or otherwise questionable, more than one of these documents
may be required.

* Certificate of Birth, naturaization papers

* Church issued baptismd certificate

* Current, valid Driver's license

* U.S. military discharge (DD 214)

* U.S. passport

* Voter's registration

* Company/agency |dentification Card

* Department of Motor Vehicles Identification Card

* Hogpital records
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Documents considered acceptable for the verification of legd identity for minors may be one or more of
the fallowing:

* Certificate of Birth

* Adoption papers

* Custody agreement

* Health and Human Services 1D
* School records

If none of these documents can be provided, athird party who knows the person may, at the PHA's
discretion, provide a verification.

Verification of Marital Status
Verification of divorce status will be a certified copy of the divorce decree, signed by a Court Officer.
Verification of a separation may be a copy of court-ordered maintenance or other records.

Verification of marriage status is a marriage certificate, or gppropriate documentation in cases of
common law marriages.

Familial Relationships

Certification will normaly be consdered sufficient verification of family relationships. In cases where
reasonable doubt exigts, the family may be asked to provide verification.

The following verifications will dways be required if goplicable:
* Veification of rdaionship:
* Offidd identification showing names
* Birth Certificates

* Baptismd certificates
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* Veification of guardianship is
* Court-ordered assignment
* Affidavit of parent
* Verification from socid services agency
* School records
Verification of Permanent Absence of Family Member

If an adult member who was formerly a member of the household is reported permanently absent by the
family, the PHA will condder any of the following as verification:

Husband or wife ingtitutes divorce action.
Husband or wife ingtitutes legd separetion.
Order of protection/restraining order obtained by one family member againgt another.

Proof of another home address, such as utility bills, canceled checks for rent, driverslicense, or
lease or rental agreement, if available.

Statements from other agencies such as socid services or awritten statement from the landlord
or manager that the adult family member is no longer living & that location.

If the adult family member isincarcerated, a document from the Court or correctiond facility
should be obtained stating how long they will be incarcerated.

Verification of Changein Family Compostion

The PHA may verify changesin family composition (either reported or unreported) [through |etters,
telephone cdlls, utility records, inspections, landlords, neighbors, credit data, school or DMV records,
and other sources].

Verification of Disability

Verification of disability must be receipt of SSI or SSA disability payments under Section 223 of the
Socid Security Act or 102(7) of the Developmentd Disabilities Assstance and Bill of Rights Act (42
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U.S.C. 6001(7) or verified by appropriate diagnostician such as physician, psychiatrist, psychologit,
thergpi<, rehab speciaigt, or licensed socid worker, usng the HUD language as the verification format.

Verification of Citizenship/Eligible Immigrant Status[24 CFR 5.508, 5.510,5.512, 5.514]

To be digible for assstance, individuads must be U.S. citizens or digible immigrants. Individuas who are
neither may eect not to contend their status. Eligible immigrants must fal into one of the categories
specified by the regulations and must have their status verified by Immigration and Naturdization Service
(INS). Each family member must declare their status once. Assistance cannot be delayed, denied, or

terminated while verification of status is pending except that assistance to applicants may be delayed
while the PHA hearing is pending.

Citizens or Nationds of the United States are required to Sgn a declaration under pendty of perjury.
The PHA will require citizens to provide documentation of citizenship.
* Acceptable documentation will include at least one of the following origina documents:
United States birth certificate
United States passport
Resident dien/regidration card
Socia Security card
Other gppropriate documentation as determined by the PHA

Eligible Immigrants who were Participants and 62 or over on June 19, 1995, are required to Sgn a
declaration of igible immigration status and provide proof of age.

Non-citizens with digible immigration status must Sgn a declaration of status and verification consent
form and provide ther original immigration documents which are copied front and back and returned to
the family. The PHA verifies the datus through the INS SAVE system. If this primary verification failsto
verify satus, the PHA must request within ten days that the INS conduct a manua search.

Indigible family members who do not claim to be citizens or digible immigrants must be lised on a
gatement of indigible family members signed by the head of household or spouse.
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Non-citizen sudents on student visas are indigible members even though they are in the country
lawfully. They must provide their student visa but their status will not be verified and they do not Sgna
declaration but are listed on the statement of ingligible members.

Failure to Provide. If an applicant or participant family member failsto sign required declarations and
consent forms or provide documents, as required, they must be listed as an ingligible member. If the
entire family fails to provide and sSign as required, the family may be denied or terminated for failureto
provide required information.

Timeof Verification

For gpplicants, verification of U.S. citizenship/digible immigrant status occurs a the time of initid
goplication.

The PHA will not provide assstance to any family prior to the affirmative establishment and verification
of the digibility of theindividua or a least one member of the family.

The PHA will verify the U.S. citizenship/digible immigration satus of dl participants no later than the
date of the family’sfirg annua reexamination following the enactment of the Qudity Housing and Work
Responsibility Act of 1998.

For family members added after other members have been verified, the verification occurs a the first
recertification after the new member movesin.

Once verification has been completed for any covered program, it need not be repeated except that, in
the case of port-in families, if theinitid PHA does not supply the documents, the PHA must conduct the
determination.

Extensions of Timeto Provide Documents

The PHA will grant an extenson of thirty (30) days for families to submit evidence of digible immigrant
gatus.

Acceptable Documents of Eligible Immigration

The regulations stipulate that only the following documents are acceptable unless changes are published
in the Federd Regidter.

Resident Alien Card (1-551)
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Alien Regigtration Receipt Card (1-151)
Arrival-Departure Record (1-94)
Temporary Resident Card (1-688)
Employment Authorization Card (1-638B)

Receipt issued by the INS for issuance of replacement of any of the above documents that
shows individud's entitlement has been verified

A birth certificate is not acceptable verification of status. All documents in connection with U.S.
citizenship/digible immigrant satus must be kept five years.

The PHA will verify the digibility of afamily member a any time such digihility isin question, without
regard to the postion of the family on the waiting list.

If the PHA determines that afamily member has knowingly permitted another individua who is not
eligible for assstance to reside permanently in the family's unit, the family's assstance will be terminated
for 36 months, unlessthe indigible individua has dready been consdered in prorating the family's
assistance.

Verification of Social Security Numbers[24 CFR 5.216]

Socid security numbers must be provided as a condition of digibility for dl family members age sx and
over if they have been issued a number. Verification of Socid Security numberswill be done through a
Socid Security Card issued by the Socia Security Adminigration. If afamily member cannot produce a
Socid Security Card, only the documents listed below showing his or her Socid Security Number may
be used for verification. The family is aso required to certify in writing that the document(s) submitted in
lieu of the Socid Security Card information provided iS'are complete and accurate:

A driver'slicense
| dentification card issued by a Federa, State or loca agency

Identification card issued by a medica insurance company or provider (including Medicare and
Medicaid)

An identification card issued by an employer or trade union
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An identification card issued by amedica insurance company
Earnings statements or payroll stubs

Bank Statements

IRS Form 1099

Benefit award |etters from government agencies

Retirement benefit |etter

Lifeinsurance policies

Court records such asred edtate, tax notices, marriage and divorce, judgment or bankruptcy
records

Verification of benefits or Socia Security Number from Socia Security Administration

New family members ages sx and older will be required to produce their Socid Security Card or
provide the substitute documentation described above together with their certification that the subgtitute
information provided is complete and accurate. Thisinformation is to be provided at the time the change
in family compogtion is reported to the PHA.

If an applicant or participant is able to disclose the Socia Security Number but cannot mest the
documentation requirements, the applicant or participant must Sign a certification to that effect provided
by the PHA. The applicant/participant or family member will have an additiond thirty (30) daysto
provide proof of the Socid Security Number. If they fail to provide this documentation, the family's
assstance will be terminated.

In the case of an individud at least 62 years of age, the PHA may grant an extension for an additiond
60 daysto atotd of 120 days. If, at the end of thistime, the elderly individua has not provided
documentation, the family's assstance will be terminated.

If the family member states they have not been issued a number, the family member will be required to
sgn acetification to this effect.

Medical Need for Larger Unit

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 81



A written certification that alarger unit is necessary must be obtained from areliable, knowledgeable
professond.

J. VERIFICATION OF WAITING LIST PREFERENCES[24 CFR 5.410-5.430]

INSTRUCTION: The PHA may dect to continue using any of the former federd preferences asloca
preferences. The PHA may adopt its own criteria based on local housing needs to establish
qudifications for any preferences offered by the PHA. Thefollowing criteria are offered as guiddines
and are based on the former criteria established by HUD for federa preferences.

Local Preferences
Involuntary Displacement

Familieswho clam they are being or have been displaced due to either a disaster or government action:
written verification by the displacing unit or agency of government, or by a service agency such asthe
Red Cross.

Families who claim they are being or have been displaced because of actions taken by the owner/agent
of the unit the family is renting: Notification by owner to family of the action/ written verification by the
owner or agent/documents such as saes agreements, foreclosure notices or building permits.

Families who claim they are being or have been displaced due to domestic violence:

Written verification from police, socid service agency, court, clergyperson, physician, and/or
public or private facility giving shelter and/or counsdling to victims. Verification must be obtained
(from alandlord or other source) that the abuser ill resides at the unit.

The family must certify that the abuser will not return to the household without the advance
written gpprova of the PHA.. Before giving gpprovd, the PHA will require verification of the
following:

* That the family members involved have been through a counseling program and the
service provider believesthat areconciliation islikely.

* Statement from socid worker, psychologit, or other professiona familiar with the
abuser that he/she has recelved counsdling/trestment and is unlikely to continue the
abuse.
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* Statement from loca law enforcement agency that no complaints have been filed since
the date of the preference approvdl.

Families who claim they have been or are about to be displaced to avoid reprisas for providing
information to as3g police in acrimina investigation.

Certification of threat assessment by alaw enforcement agency

Ord or written recommendation from law enforcement agency or HUD.

Familieswho clam to be displaced by hate crimes.
* Written statement from law enforcement agency, HUD, Fair Housing or other agency
responsible for non-discrimination advocacy. Statement should contain gpproximate number of
occurrences and date of last occurrence.

Digplacement by inaccessihility of unit.
* Statement from the owner of the critical ements that are inaccessible, and that the owner is
not going to make the needed modifications, or permit the family to make the modifications.
* |ngpection by PHA to verify inaccessibility of critical dements.

* Statement from the owner of the building that the accommodeations required will not be made.

* |f the owner permits the tenant to make the modifications, verification that the family cannot
afford the expense.

Displacement by HUD disposition of a project: Written verification from HUD.

Working preference: This preference is available for families with at least one member who is employed
or to families whose head or spouse is receiving income based on their ingbility to work. The PHA will
require a statement from the employer. Families who are unable to work due to age or disability
automaticaly qudify for this preference.

Educationd/Training participants: This preference is available for families who are graduates of or
participants in educationa or training programs designed to prepare the individua for the job market.
The PHA will require a gatement from the agency or inditution providing the education or training.
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Chapter 8
VOUCHER ISSUANCE AND BRIEFINGS
[24 CFR 982.301, 982.302]
INTRODUCTION

The PHA's god's and objectives are designed to assure that families selected to participate are equipped
with the tools necessary to locate an acceptable housing unit. Families are provided sufficient knowledge
and information regarding the program and how to achieve maximum benefit while complying with
program requirements. When dligibility has been determined, the PHA will conduct a mandatory briefing
to ensure that families know how the program works. The briefing will provide a broad description of
owner and family responsibilities, PHA procedures, and how to lease aunit. The family will dso receive
a briefing packet which provides more detailed information about the program including the benefits of
moving outside areas of poverty and minority concentration. This Chapter describes how briefings will
be conducted, the information that will be provided to families, and the policies for how changesin the
family compaosition will be handled.

A.  ISSUANCE OF VOUCHERS [24 CFR 982.204(d), 982.54(cl)(2)]

When funding is available, the PHA will issue VVouchers to gpplicants whose digihility has been
determined. The number of Vouchersissued must ensure that the PHA stays as close as possible to 100
percent lease-up. The PHA performs a monthly calculation eectronicaly to determine whether
gpplications can be processed, the number of Vouchers that can be issued, and to what extent the PHA
can over-issue (issue more Vouchers than the budget alows to achieve leaseup).

The PHA may over-issue Vouchers only to the extent necessary to meet leasing gods. All Vouchers
which are over-issued must be honored. If the PHA findsit is over-leased, it must adjust future issuance
of Vouchersin order not to exceed the ACC budget limitations over the fisca year.

B. BRIEFING TYPESAND REQUIRED ATTENDANCE [24 CFR 982.301]

Initial Applicant Briefing

A full HUD-required briefing will be conducted for gpplicant families who are determined to be digible
for assstance. The briefings will be conducted in groups. Families who attend group briefings and il
have the need for individual assistance will be referred to the appropriate Section 8 Specidist.

Briefings will be conducted in English. * Brigfingswill dso be conducted in [list languages].
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The purpose of the briefing isto explain how the program works and the documents in the V oucher
holder's packet to families so that they are fully informed about the program. This will enable them to
utilize the program to their advantage, and it will prepare them to discuss it with potential owners and

property managers.

The PHA will not issue aVoucher to afamily unless the household representative has attended a
briefing and sgned the Voucher. Applicants who provide prior notice of inability to atend a briefing will
automaticaly be scheduled for the next briefing. Applicants who fail to attend two (2) scheduled
briefings, without prior notification and approva of the PHA, may be denied admission based on failure
to supply information needed for certification. The PHA will conduct individud briefings for families with
disabilities at their home, upon request by the family, if required for reasonable accommodation.

Briefing Packet [24 CFR 982.301(b)]

The documents and information provided in the briefing packet for the VVoucher program will comply
with al HUD requirements. The PHA aso includes other information and/or materids which are not
required by HUD.

The family is provided with the following information and materids

The term of the voucher, and the PHA policy for requesting extensions or suspensions of the
voucher (referred to astalling).

A description of the method used to calculate the housing assistance payment for afamily,
including how the PHA determines the payment standard for afamily; how the PHA determines
total tenant payment for afamily and information on the payment standard and utility allowance
schedule. How the PHA determines the maximum alowable rent for an assisted unit. including
the rent reasonableness standard.

Where the family may lease a unit. For families that qualify to lease a unit outsde the PHA
jurisdiction under portability procedures, the information must include an explanation of how
portability works.

The HUD required tenancy addendum, which must be included in the lease.

The Request for Approva of Tenancy form, and a description of the procedure for requesting
gpprova for aunit.

A statement of the PHA policy on providing information about families to prospective owners.
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The PHA Subsidy Standards including when and how exceptions are made and how the
voucher Size rdates to the unit Size selected.

The HUD brochure on how to sdect a unit and/or the HUD brochure " A Good Placeto Live"
on how to select a unit that complies with HQS.

The HUD brochure on lead-based paint.

Information on federd, State and loca equal opportunity laws and a copy of the housing
discrimination complaint form. * The PHA will dso include the pamphlet "Fair Housing: 1t's Y our
Right" and other information about fair housing laws and guidelines, such asthe "take one, take
al" law and the phone numbers of the local fair housing agency and the HUD enforcement
office.

A lig of landlords or other parties willing to lease to assisted families or help in the seerch and/or
known units available for the voucher issued. The list includes landlords or other parties who are
willing to lease units or help families find units outside areas of poverty or minority concentration.

If the family includes a person with disabilities, notice that the PHA will provide aligt of avallable
accessible units known to the PHA.

The Family Obligations under the program.

The grounds on which the PHA may terminate assistance for a participant family because of
family action or falureto act.

PHA informa hearing procedures including when the PHA is required to offer a participant
family the opportunity for an informa hearing, and how to request the hearing.

Information packet including an explanation of how portability works, including alist of
neighboring housing agencies with the name, address and telephone number of a portability
contact person at each for use by families who move under portability.

A map showing areas representing various income levels of the jurisdiction and surrounding
aress for the purpose of expanding housing opportunities for families.

Information regarding the PHA’ s outreach program which assists families who are interested in,
or experiencing difficulty in obtaining available housing unitsin areas outsde of minority
concentrated locations.
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A ligt of properties or property management organizations that own or operate housing units
outside areas of poverty or minority concentration.

An HQS handout.

Requirements for reporting changes between annua recertifications.

Exercisng choice in resdency

Choosing a unit carefully and only after due consideration.

The Family Sdf Sufficiency program and its advantages.

Names, addresses, telephone numbers, and contact persons a neighboring PHA's
Names, addresses and tel ephone numbers of a number of current Section 8 landlords
Information on schools, employment opportunities and socid services

Maps showing the jurisdictiond boundaries of ours and neighboring PHA's

If the family includes a person with disabilities, the PHA will ensure compliance with CFR 8.6 to ensure
effective communication.

Owner Briefing

Briefings are held for owners annually. All new owners receive a persond invitation and current owners
are notified by mail. Progpective owners are dso welcome. The purpose of the briefing is to assure
successful owner participation in the program. The briefing covers the responsihilities and roles of the
three parties.

Signature Briefing

All new owners will be required to attend a signature briefing with the family head at the office to
execute contracts and leases. Other owners will be encouraged to attend signature briefings to reduce
future conflict between the owner and tenant. The PHA will provide details on the program rules and
relationships and responsibilities of dl parties.

The PHA provides group briefings for new owners and any other owners who wish to attend at least
onetime per year.
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Interested owners who request to St in on scheduled family briefings to obtain information about the
Voucher program will be dlowed to do so if the request is made within seven (7) days of the scheduled
briefing.

C. ENCOURAGING PARTICIPATION IN AREASWITHOUT LOW INCOME OR
MINORITY CONCENTRATION

At the briefing, families are encouraged to search for housing in non-impacted areas and the PHA will
provide ass stance to families who wish to do <.

The PHA has aress of poverty and minority concentration clearly deineated in order to provide families
with information and encouragement in seeking housing opportunities outsde highly concentrated aress.

The PHA has maps that show various areas and information about facilities and services in neighboring
areas such as schools, transportation, and supportive and socia services.

The PHA will investigate and andlyze when Voucher holders are experiencing difficulties locating or
obtaining housing units outside areas of concentration.

The assgtance provided to such familiesincludes:
* Providing families with a search record form to gather and record info.
* Direct contact with landlords.
* Counsding with the family.
* Providing information about services in various non-impacted aress.
* Meeting with neighborhood groups to promote understanding.
* Formal or informa discussions with landlord groups
* Formal or informa discussions with socid service agencies
* Meeting with rentd referrd companies or agencies
* Meseting with fair housing groups or agencies

D. ASSISTANCE TO FAMILIESWHO CLAIM DISCRIMINATION
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The PHA will give participants a copy of HUD form 903 to file a complaint.
E. SECURITY DEPOSIT REQUIREM ENTS[24 CFR 982.313]
L eases Effective Prior to October 2, 1995

The amount of Security Deposit which could have been collected by owners under contracts effective
prior to October 2, 1995 is:

Under the premerger Certificate Program, the owner could have collected a Security Deposit in
an amount not to exceed Tota Tenant Payment or $50.00, whichever is greater, for non-lease-
in-place families.

For the premerger VVoucher Program, the owner, at his’her discretion, could have collected a
Security Deposit in an amount not to exceed (PHA policy):

The grester of 30% of adjusted monthly income or $50 for non-lease-in-place families.
L eases Effective on or after October 2, 1995
The owner is not required to but may collect a (one) security deposit from the tenant.

Security deposits charged to families may be any amount the owner wishes to charge, (subject to the
fallowing conditions)

Security deposits charged by owners may not exceed those charged to unassisted tenants (nor the
maximum prescribed by State or local law.)

For lease-in-place families, respongbility for first and last month's rent is not considered a security
deposit issue. In these cases, the owner should settle the issue with the tenant prior to the beginning of
assistance.

F.  TERM OF VOUCHER [24 CFR 982.303, 982.54(d)(11)]

During the briefing sesson, each household will be issued aV oucher which represents a contractua
agreement between the PHA and the Family specifying the rights and responsibilities of each party. It
does not congtitute admission to the program which occurs when the lease and contract become
effective.

Expirations
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The Voucher isvdid for aperiod of a least Sixty caendar days from the date of issuance. The family
must submit a Request for Approva of the Tenancy and Lease within the Sixty-day period unless an
extension has been granted by the PHA.

If the Voucher has expired, and has not been extended by the PHA or expires after an extension, the
family will be denied assstance. The family will not be entitled to areview or hearing. If the family is
currently asssted, they may remain as a participant in their unit if there is an asssted lease/contract in
effect.

Suspensions

When a Request for Approva of Tenancy isreceived, the PHA will deduct the number of days required
to process the request from the 60 day term of the voucher.

Extensons

The PHA will extend the term up to 120 days from the beginning of theinitid term if the family needs
and request an extension as a reasonable accommodation to make the program accessible to and
usable by afamily member with a disgbility. If as areasonable accommodation, the family needs an
extenson in excess of 120 days, the PHA will request such approva from the HUD fidd office.

A family may request awritten request for an extension of the Voucher time period. All requests for
extensions must be received prior to the expiration date of the VVoucher.

Extensons are permissible at the discretion of the PHA up to a maximum of an additiona 60 days
primarily for these reasons:

* Extenuating circumstances such as hospitaization or afamily emergency for an extended
period of time which has affected the family's ahility to find a unit within the initid sixty-day
period. Verification is required.

* The PHA is satisfied that the family has made a reasonable effort to locate a unit, including
seeking the assistance of the PHA, throughout the initial sixty-day period. A completed search
record is not required.

* The family was prevented from finding a unit due to disability accessibility requirements or
large size for larger bedroom unit requirement. The Search Record [iis not] part of the
required verification.
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* |f the vacancy rate for renta housing in the jurisdiction is less than five percent, extensons will
be granted automaticaly on request up to atotd of 120 days.

The PHA extendsin one or more increments. Unless gpproved by the Assistant Executive Director, no
more than one extension of sixty (60) days or lesswill be granted and never for atotal of more than an
additiond sixty days.

Assistanceto Voucher Holders

Families who require additional assistance during their search may cdl the PHA Office to request
assigtance. Voucher holders will be notified at their briefing sesson that the PHA periodicaly updates
the listing of available units and how the updated list may be obtained.

The PHA will asss families with negotiations with owners and provide other assstance related to the
families search for housing.

G. VOUCHER ISSUANCE DETERMINATION FOR SPLIT HOUSEHOLDS
24 CFR 982.315]

In those instances when a family assisted under the Section 8 program becomes divided into two
otherwise digible families due to divorce, legd separetion, or the division of the family, and the new
families cannot agree as to which new family unit should continue to receive the assstance, and there is
no determination by a court, the Section 8 Coordinator shal consider the following factors to determine
which of the familieswill continue to be asssted:

* Which of the two new family units has custody of dependent children.

* Which family member was the head of household when the Voucher wasinitidly issued
(listed on the initid gpplication).

* The composition of the new family units, and which unit contains elderly or disabled members.
* Whether domestic violence was involved in the breskup.

* Which family members remain in the unit.

* Recommendations of socid service professonals.

Documentation of these factors will be the responsibility of the requesting parties.
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If documentation is not provided, the PHA will terminate ass stance on the basis of failure to provide
information necessary for a recertification.

H.  REMAINING MEMBER OF TENANT FAMILY - RETENTION OF VOUCHER [24
CFR 982.315]

To be congdered the remaining member of the tenant family, the person must have been previoudy
approved by the PHA to be living in the unit.

A live-in attendant, by definition, is not amember of the family and will not be considered aremaining
member of the Family.

In order for aminor child to continue to receive assistance as aremaining family member:
* The court has to have awarded emancipated minor status to the minor, or

* The PHA hasto have verified that socia services and/or the Juvenile Court has arranged for
another adult to be brought into the asssted unit to care for the child(ren) for an indefinite

period.

A reduction in family Sze may require areduction in the voucher family unit sze.
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Chapter 9
REQUEST FOR APPROVAL OF TENANCY AND CONTRACT EXECUTION
[24 CFR 982.302]

INTRODUCTION [24 CFR 982.305(a)]
The PHA’s program operations are designed to utilize available resources in amanner that is efficient
and provides digible familiestimely assistance based on the number of units that have been budgeted.
The PHA'’ s objectives include maximizing HUD funds by providing assstance to as many digible
families and for as many digible units as the budget will dlow.
After families are issued a voucher, they may search for a unit anywhere within the jurisdiction of the
PHA, or outdde of the PHA's jurisdiction if they qudify for portability. The family mugt find an digible
unit under the program rules, with an owner/landlord who iswilling to enter into a Housng Assstance
Payments Contract with the PHA. This Chapter defines the types of igible housing, the PHA's palicies
which pertain to initial inspections, lease requirements, owner disapproval, and the processing of
Requests For Approva of Tenancy (RFAT).
A. REQUEST FOR APPROVAL OF TENANCY [24 CFR 982.302, 982.305(b)]
The Request for Approva of Tenancy (RFAT) and a copy of the proposed Lease, including the HUD
prescribed tenancy addendum, must be submitted by the family during the term of the voucher. The
family must submit the Request for Approva of Tenancy in the form and manner required by the PHA.
The Request for Approval of Tenancy must be signed by both the owner and V oucher holder.
The PHA will permit the family to submit more than one RFAT a atime.

The PHA will review the proposed |ease and the Request for Approva of Tenancy documents to
determine whether or not they are gpprovable. The Request will be approved if:

The unit is an digible type of housng

The unit meets HUD's Housing Quaity Standards (and any additiond criteria as identified in this
Adminidrative Plan)

Therent is reasonable
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The Security Depost is gpprovable in accordance with any limitationsin this plan.

The proposed lease complies with HUD and PHA requirements (See "L ease Review" section
below).

The owner is approvable, and there are no conflicts of interest (See "Owner Disgpprova™ section
below). In addition to the above, a the time afamily initidly recelves assstance (new admissions and
moves), the family share of rent may not exceed 40 percent of the family monthly adjusted income (See
"Owner Rents, Rent Reasonableness and Payment Standards' chapter of this Administrative Plan).
Disapproval of RFAT

If the PHA determines that the Request cannot be gpproved for any reason, the landlord and the family
will be notified in writing. The PHA will ingtruct the owner and family of the steps that are necessary to
approve the Request.

The owner will be given thirty (30) caendar days to submit an agpprovable RFAT from the date of
disapproval.

When, for any reason, an RFAT is not gpproved, the PHA will furnish another RFAT form to the family
aong with the notice of disgpprova so that the family can continue to search for digible housing.

B. ELIGIBLE TYPES OF HOUSING [24 CFR 982.353, 982.54(d)(15)]
The PHA will approve any of the following types of housing in the Voucher program:
All gructure types can be utilized.
Manufactured homes where the tenant |eases the mobile home and the pad.

Manufactured homes where the tenant owns the mobile home and leases the pad for
[Vouchers]

Congregate facilities (only the shelter rent is asssted)
Single Room Occupancy

Units owned (but not subsidized) by the PHA (following HUD-prescribed requirements).
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A family can own arenta unit but cannot reside in it while being asssted, except in the case when the
tenant owns the mobile home and leases the pad. A family may leasein and have aninterest ina
cooperative housing development.

The PHA may not permit aVoucher holder to lease a unit which isreceiving Project-Based Section 8
assgtance or any duplicative rental subsidies.

C. LEASE REVIEW [24 CFR 982.308]

The PHA will review the lease, particularly noting the gpprovability of optiona charges and compliance
with regulations and State andloca law. The tenant also must have legd capacity to enter alease under
State and locdl law. Respongihility for utilities, appliances and optiond services must correspond to
those provided on the on the Request For Approva of Tenancy.

The family and owner must submit a standard form lease used in the locdlity by the owner and thet is
generdly used for other unassisted tenants in the premises. The terms and conditions of the lease must
be consstent with State and local law. The lease must specify what utilities and appliances are to be
supplied by the owner, and what utilities and appliances are to be supplied by the family., The HUD
prescribed tenancy addendum must be included in the lease word-for-word before the lease is
executed.

House Rules of the owner may be attached to the |ease as an addendum, provided they are approved
by the PHA to ensure they do not violate any fair housing provisons and do not conflict with the
tenancy addendum.

Actions Before Lease Term

All of the following must aways be completed before the beginning of theinitia term of the lessefor a
unit:

The PHA hasingpected the unit and has determined that the unit satisfies the HQS;

The landlord and the tenant have executed the lease, including the HUD-prescribed tenancy
addendum;

The PHA has approved leasing of the unit in accordance with program requirements

D. SEPARATE AGREEMENTS
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Separate agreements are not necessarily illegal side agreements. Families and owners will be advised of
the prohibition of illegd sde payments for additiond rent, or for items normdly included in the rent of
unassisted families, or for items not shown on the approved lease.

The family is not liable under the lease for unpaid charges for items covered by separate agreements and
nonpayment of these agreements cannot be cause for eviction.

Owners and families may execute separate agreements for services, appliances (other than range and
refrigerator) and other items that are not included in the lease if the agreement isin writing and gpproved
by the PHA.

Any appliances, services or other items which are routindy provided to unasssted families as part of the
lease (such as air conditioning, dishwasher or garage) or are permanently ingtdled in the unit, cannot be
put under separate agreement and must be included in the lease. For there to be a separate agreement,
the family must have the option of not utilizing the service, gppliance or other item.

If the family and owner have come to a written agreement on the amount of alowable chargesfor a
specific item, so long as those charges are reasonable and not a subgtitute for higher rent, they will be
alowed.

All agreements for specia items or services must be attached to the lease approved by the PHA. If
agreements are entered into at alater date, they must be approved by the PHA and attached to the
lease.

The PHA will not gpprove separate agreements for modifications to the unit for persons with disabilities.
The modifications are usudly within the dwelling and are critical to the use of the dwdling.

E.  INITIAL INSPECTIONS[24 CFR 982.305(a) & (b)]

See "Housing Qudity Standards and Ingpections' chapter of this Adminigtrative Plan.

F. RENT LIMITATIONS[24 CFR 982.503]

The PHA will make a determination as to the reasonableness of the proposed rent in relation to
comparable units available for lease on the private unassisted market, and the rent charged by the owner

for acomparable unassisted unit in the building or premises.

G. DISAPPROVAL OF PROPOSED RENT [24 CFR 982.502]
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In any of the programs, if the proposed Gross Rent is not reasonable, at the family’ s request, the PHA
will negotiate with the owner to reduce the rent to a reasonable rent.

At the family’ s request, the PHA will negotiate with the owner to reduce the rent or include
some or dl of the utilitiesin the rent to owner.

If the rent can be approved &fter negotiations with the owner , the PHA will continue processing the
Request for Approva of Tenancy and Lease. If the revised rent involves a change in the provision of
utilities, a new Request for Approva of Tenancy must be submitted by the owner.

If the owner does not agree on the Rent to Owner after the PHA hastried and failed to negotiate a
revised rent, the PHA will inform the family and owner that the lease is disapproved.

H.  INFORMATION TO OWNERS[24 CFR 982.307(b), 982.54(d)(7)]

In accordance with HUD requirements, the PHA will furnish prospective owners who request the
family’ s address information in writing from the PHA with the family’ s current address as shown in the
PHA'’srecords and, if known to the PHA, the name and address of the landlord at the family’s current
and prior address.

The PHA will make an exception to this requirement if the family's whereabouts must be protected due
to domestic abuse or witness protection.

The PHA will inform ownersthat it is the repongbility of the landlord to determine the suitability of
prospective tenants. Owners will be encouraged to screen gpplicants for rent payment history, payment
of utility hills, eviction history, respecting the rights of other resdents, damage to units, drug-related
crimina activity or other crimina activity that is athreset to the hedth, safety or property of others, and
compliance with other essentid conditions of tenancy.

A statement of the PHA’s policy on release of information to prospective landiords will be included in
the briefing packet which is provided to the family.

The PHA will not provide any information regarding tenancy history.
l. OWNER DISAPPROVAL [24 CFR 982.306]
See Chapter on “Owner Disapproval and Redtriction.”

J. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP EFFECTIVE
DATE
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When the family reports changes in factors that will affect the Totd Family Share prior to the effective
date of the HAP contract at admisson, the information will be verified and the Totd Family Share will
be recdculated. If the family does not report any change, the PHA need not obtain new verifications
before sgning the HAP Contract, even if verifications are more than 60 days old.

K. CONTRACT EXECUTION PROCESS [24 CFR 982.305(c)]

The PHA prepares the Housing Assistance Contract and lease for execution. The family and the owner
will execute the Lease agreement, and the owner and the PHA will execute the HAP Contract. Copies
of the documents will be furnished to the parties who signed the respective documents. The PHA will
retain acopy of al sgned documents..

The PHA makes every effort to execute the HAP Contract before the commencement of the lease term.
The HAP Contract may not be executed more than 60 days after commencement of the lease term and
no payments will be made until the contract is executed.

The following PHA representative(s) are authorized to execute a contract on behaf of the PHA: The
Executive Director, Asdstant Executive Director, the Section 8 Coordinator or the Assstant Section 8
Coordinator.

Owners mugt provide the current address of their residence (not a Post Office box). If familieslease
properties owned by relatives, the owner's current address will be compared to the subsidized unit's
address.

Owners must provide an Employer Identification Number or Socia Security Number and a copy of
their Driver's License or other photo identification.

Owners must aso submit proof of ownership of the property, such asa Grant Deed or Tax Bill, and a
copy of the Management Agreement if the property is managed by a management agent.

The owner must provide a home telephone number and business number if applicable.

Unless their lease was effective prior to June 17, 1998, afamily may not lease properties owned by a
parent, child, grandparent, grandchild, sister or brother of any family member. The PHA will waive this
restriction as a reasonable accommodation for afamily member who is a person with a disability.

L. CHANGE IN OWNERSHIP

See "Owner Disapprova and Restriction” chapter.
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Chapter 10
HOUSING QUALITY STANDARDSAND INSPECTIONS
[24 CFR 982.401]
INTRODUCTION

Housing Qudity Standards (HQS) are the HUD minimum quality standards for tenant-based programs.
HQS standards are required both at initiad occupancy and during the term of the lease. HQS standards
goply to the building and premises, as well as the unit. Newly leased units must pass the HQS ingpection
before the beginning date of the asssted lease and HAP contract.

The PHA will inspect each unit under contract at least annudly. The PHA will dso have an ingpection
supervisor perform qudity control ingpections on the number of files required for file sampling by
SEMAP annudly to maintain the PHA’ s required standards and to assure consstency inthe PHA's
program. This Chapter describes the PHA's procedures for performing HQS and other types of
ingpections, and PHA standards for the timeliness of repairs. It aso explains the responsibilities of the
owner and family, and the consequences of non-compliance with HQS requirements for both families
and owners. The use of the term "HQS' in this Adminigtrative Plan refers to the combination of both
HUD and PHA requirements. (See the additions to HQS listed under “ Acceptability Criteriaand
Exceptionsto HQS’ later in this chapter.)

A.  GUIDELINES/TYPESOF INSPECTIONS[24 CFR 982.401(a), 982.405]

The PHA has adopted local requirements of acceptability in addition to those mandated by the HUD
Reguldions.

Effortswill be made at dl times to encourage owners to provide housing above HQS minimum
gandards. The PHA will not promote any additional acceptability criteriawhichislikely to adversdy
affect the hedlth or safety of participant families, or severely redtrict housing choice.

All utilitiesmust be in service prior to the effective date of the HAP contract. If the utilitiesare not in
sarvice a the time of ingpection, the Inspector will notify the tenant or owner (whomever isresponsible
for the utilities according to the RFAT) to have the utilities turned on. The owner and tenant will both
certify that the utilities are on.

If the tenant is respongible for supplying the stove and/or the refrigerator, the PHA will dlow the stove
and refrigerator to be placed in the unit after the unit has passed dl other HQS. The family must then
certify that the appliances are in the unit and working.
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There arefive types of ingpections the PHA will perform:

1 Initial/Move-in: Conducted upon receipt of Request for Approva of Tenancy.

2. Annua: Must be conducted within twelve months of the last annud ingpection.

3. Move-Out/V acate (for pre 10/2/95 contracts where there could be damage claims)
4, Specid/Complaint: At request of owner, family or an agency or third-party.

5. Quadlity Control

B. INITIAL HQSINSPECTION [24 CFR 982.401(a)]

Timely Initial HQS Inspection

The PHA will ingpect the unit, determine whether the unit satisfies the HQS and notify the family and
owner of the determination within specify number no more than 15 days after the family and the owner
have submitted a request for gpprova of tenancy.

The same 15 day clock will be suspended during any period when the unit is not available for
ingpection.

The PHA will include “date unit available for ingoection” on the RFAT form. This date will determine
whether the PHA will be required to meet the same 15 day requirement or whether the PHA will
sugpend the same 15 day period because the unit is not available for ingpection until after the same 15

day period.

For file audit purposes, the PHA will note in each tenant file, the date on which the unit first became
available for ingpection according to information obtained from the RFAT.

The PHA will ingpect the unit, determine whether the unit satisfies the HQS and notify the family and
owner of the determination within 15 days unless the PHA determinesthat it is unable to do so inthe
dtated timeframe, in which case the file will be appropriately documented.

The PHA will make every reasonable effort to conduct initid HQS inspections for the family and owner
inamanner that istime efficient and indicative of good customer service.

The PHA will review of the average time required for afamily and owner to have a unit ingpected from
the time the RFAT is submitted by the family and owner to the PHA.
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If the PHA determines after aperiodic review of files that the average time for afamily and owner to
obtain an initid inspection is longer than 15 days, the PHA will review saffing needs rdevant to HQS

ingoection.
The Initid Ingpection will be conducted to:
Determine if the unit and property meet the HQS defined in this Plan.

Document the current condition of the unit asto asss in future eva uations whether the condition
of the unit exceeds norma wear and tear.

Document the informeation to be used for determination of rent-reasonableness.

If the unit failsthe initid Housing Qudity Standards ingpection, the owner will be advised to notify the
PHA once repairs are compl eted.

On aninitid ingpection, the owner will be given up to 15 days to correct the items noted as Fall, &t the
I nspector's discretion, depending on the amount and complexity of work to be done.

The owner will be dlowed up to 2 reinspections for repair work to be completed.

If the time period given by the Inspector to correct the repairs has eapsed, or the maximum number of
failed reingpections has occurred, the family must select another unit.

C.  ANNUAL HQSINSPECTIONS[24 CFR 982.405(a)]

The PHA conducts an ingpection in accordance with Housing Quality Standards at least annudly,
approximately 60 - 90 days prior to the last annual ingpection, so that the ingpections are conducted at
least annually, as required by SEMAP. Specid inspections may be scheduled between anniversary
dates.

HQS deficiencies which cause a unit to fail must be corrected by the landlord unlessit isafail for which
the tenant is responsible.

The family mugt alow the PHA to inspect the unit at reasonable times with reasonable notice. [24 CFR
982.51 (d)]

Ingpections will be conducted on business days only.

Reasonable hours to conduct an ingpection are between 8 am. and 4:30 p.m.
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The PHA will natify the family in writing or by phone at least 3 days prior to the ingpection.

Ingpection: The family and owner are notified of the date and time of the ingpection appointment by mail
or phone. If the family is unable to be present, they must reschedul e the gppointment so that the
ingpection is completed within 5 days.

If the family does not contact the PHA to reschedule the inspection, or if the family misses 2 ingpection
gppointments, the PHA will consider the family to have violated a Family Obligation and thelr assstance
will be terminated in accordance with the termination procedures in the Plan.

The family will be dlowed to miss 1 gppointment without violating afamily obligation.

Reingpection: The family and owner are provided a notice of the ingpection gppointment by mail. If the
family is not a home for the reingpection gppointment, a card will be I€ft at the unit and another
gppointment is automaticaly scheduled. The gppointment letter contains awarning of abatement in the
case of owner responsbility, and anotice of the owner's respongibility to notify the family.

Thefamily isaso notified that it is a Family Obligation to dlow the PHA to ingpect the unit. If the family
was reponsible for a breach of HQS identified in the "Denid or Termination of Assstance” chapter of
this Adminigrative Plan, they will be advised of their respongibility to correct.

Time Standardsfor Repairs

Emergency items which endanger the family's hedlth or safety must be corrected by the owner
within 24 hours of naotification. (See Emergency Repair Items section.)

For non-emergency items, repairs must be made within 30 days.

For mgjor repairs, the Section 8 Coordinator or Assistant Executive Director may approve an extension
beyond 30 days.

Rent I ncreases
Rent to owner increases may not be gpproved if the unit isin afailed condition.
D. MOVE OUT/VACATE

A move out ingpection will be performed only & the landlord' s request if claim is to be submitted for
contracts effective before 10/2/95.
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E. SPECIAL/COMPLAINT INSPECTIONS [24 CFR 982.405(c)]

If & any time the family or owner notifies the PHA that the unit does not meet Housing Quadlity
Standards, the PHA will conduct an ingpection.

The PHA may aso conduct a specid ingpection based on information from third parties such as
neighbors or public officids.

The PHA will ingpect only the items which were reported, but if the Ingpector notices additional
deficiencies that would cause the unit to fail HQS, the responsible party will be required to make the

necessary repairs.

If the annua ingpection date is within 120 days of a specia ingpection, and aslong asdl items are
ingpected that are included in an annud ingpection, the specia ingpection will be categorized as annud
and dl annud procedures will be followed.

F. QUALITY CONTROL INSPECTIONS[24 CFR 982.405(b)]

Quadlity Control ingpections will be performed by the Section 8 Coordinator on the number of files
required by SEMAP. The purpose of Quality Control inspectionsisto ascertain that each inspector is
conducting accurate and complete ingpections, and to ensure that there is consistency among inspectors

in gpplication of the HQS.

The sampling of fileswill include recently completed inspections (within the prior 3 months), a cross-
section of neighborhoods, and a cross-section of inspectors.

G. ACCEPTABILITY CRITERIA AND EXCEPTIONSTO HQS[24 CFR 982.401 (a)]

The PHA adheres to the acceptability criteriain the program regulations with the additions described
below.

Additions
Walls:;

* |n areas where plaster or drywal is sagging, severely cracked or otherwise damaged, it must be
repaired or replaced.
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* Any exterior or interior surfaces with peding or chipping paint must be scraped and painted with two
coats of unleaded paint or other suitable materid.

Windows:

Doors:

Floors;

Sinks:

* All window sashes must be in good condition, solid and intact, and fit properly in the window
frame. Damaged or deteriorated sashes must be replaced.

* Windows must be wesatherstripped as needed to ensure awatertight sedl.
* Window screens must bein good condition.

* Any room for degping must have awindow.

* All exterior doors must be wesather-tight to avoid any air or water infiltration, be lockable,
have no holes, have dl trim intact, and have athreshold.

* All interior doors must have no holes, have dl trim intact, and be openable without the use of
akey.

* All wood floors must be sanded to a smooth surface and sealed. Any loose or warped boards
must be resecured and made leve. If they cannot be leveled, they must be replaced.

* All floors mugt be in afinished gate (no plywood).

* All floors should have some type of baseshoe, trim, or seding for a“finished look.” Vinyl
baseshoe may be used for kitchens and bathrooms.

* All snks and commode water lines must have shut off valves, unless faucets are wal mounted.

* All worn or cracked toilet seats and tank lids must be replaced and toilet tank lid must fit
properly.

* All snks must have functioning soppers.
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Security:
* |f window security bars or security screens are present on emergency exit window, they must
be equipped with a quick release system. The owner is respongble for ensuring that the family is
ingructed on the use of the quick release system.

* Owners are responsible for providing and replacing old batteries for battery powered units.
Tenantswill be ingtructed not to tamper with smoke detectors or remove betteries.

Bedrooms:

* Bedrooms in basements or attics are not alowed unless they meet local code requirements
and must have adequate ventilation and emergency exit capability.

* Minimum bedroom celling height is 76" or loca code, whichever is greater. Soping ceilings
may not dope to lower than five feet in the 70 square foot area.

M odifications

* Modifications or adaptations to a unit due to adisability must meet dl applicable HQS and building
codes.

*Extengon for repair items not required by HQS will be granted for modifications/adaptations to the
unit if agreed to by the tenant and landlord. PHA will alow execution of the HAP contract if unit meets
al requirements and the modifications do not affect the livability of the unit.

H. EMERGENCY REPAIR ITEMS[24 CFR 982.401(a)]

The following items are considered of an emergency nature and must be corrected by the owner or
tenant (whoever is responsible) within 24 hours of notice by the Inspector:

* Waterlogged ceiling in imminent danger of faling
* Mgor plumbing lesks or flooding
* Naturd gaslesk or fumes

* Electrical problem which could result in shock or fire
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* No heat when outside temperature is below 50 degrees Fahrenheit and temperature inside unit is
below 60 degrees Fahrenheit.

* Utilities not in service

* No running hot water

* Broken glass where someone could be injured

* Obstacle which prevents tenant's entrance or exit
* Lack of functioning toilet

* The PHA may give a short extenson not more than 24 additiona hours whenever the reponsible
party cannot be notified or it isimpossible to effect the repair within the 24-hour period.

In those cases where there is leaking gas or potentid of fire or other threat to public safety, and the
responsible party cannot be notified or it isimpossible to make the repair, proper authorities will be
notified by the PHA.

If the emergency repair item(s) are not corrected in the time period required by the PHA, and the owner
is reponsible, the housing assi stance payment will be abated and the HAP contract will be terminated.

If the emergency repair item(s) are not corrected in the time period required by the PHA, and it isan
HQS breach which isafamily obligation, the PHA will terminate the assstance to the family.

Smoke Detectors

Inoperable smoke detectors are a serious hedlth threat and will be treated by the PHA as an emergency
(24 hour) fall item.

If the smoke detector is not operating properly the PHA will contact the owner by phone and request
the owner to repair the smoke detector within 24 hours. The PHA will reingpect the unit the following

day.

If the PHA determines that the family has purposely disconnected the smoke detector (by removing
batteries or other means) , the family will be required to repair the smoke detector within 24 hours and
the PHA will reingpect the unit the following day.
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The PHA will issue awritten warning to any family determined to have purposdly disconnected the
unit's smoke detector. Warning will state that deliberate disconnection of the unit’'s smoke detector isa
hedlth and fire hazard and is consdered a violation of the HQS that is grounds for termination of
assistance.

l. CONSEQUENCESIF OWNER ISRESPONSIBLE (NON-EMERGENCY ITEMS)
[24 CFR 982.405, 982.453]

When it has been determined that a unit on the program fails to meet Housing Quality Standards, and
the owner is responsible for completing the necessary repair(s) in the time period specified by the PHA,
the ass stance payment to the owner will be abated/reduced.

Abatement

A Notice of Abatement will be sent to the owner, and the abatement will be effective from the day after
the date of the failed inspection. The notice is generdly for 30 days, depending on the nature of the
repair(s) needed.

The PHA will ingpect abated units within 3 days of the owner's natification that the work has been
completed.

If the owner makes repairs during the abatement period, payment will resume on the day the unit passes
ingoection.

The PHA will advise owners of their regponghility to notify the tenant of when the reinspection will take
place.

No retroactive payments will be made to the owner for the period of time the rent was abated and the
unit did not comply with HQS. * The notice of abatement states that the tenant is not responsgible for the
PHA's portion of rent that is abated.

Reduction of Payments

The PHA will reduce payments/grant an extension in lieu of abatement in the following cases:

* The owner has agood history of HQS compliance.

* Thefailed items are minor in nature.
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* There is an unavoidable delay in completing repairs due to difficultiesin obtaining parts or
contracting for services.

* The owner makes a good faith effort to make the repairs.

* The repairs are expendve (such as exterior painting or roof repair) and the owner needstime
to obtain the funds.

* The repairs must be delayed due to climate conditions.

The extension/reduction will be made for aperiod of time not to exceed 30 days. At the end of that
time, if the work is not completed, the PHA will begin the abatement.

Termination of Contract
If the owner is responsible for repairs, and failsto correct dl the deficiencies cited prior to the end of the
abatement period, the owner will be sent aHAP Contract Proposed Termination Notice. Prior to the
effective date of the termination, the abatement will remain in effect.
If repairs are completed before the effective termination dete, the termination will be rescinded by the
PHA if the tenant chooses to remain in the unit. Only one Housing Quality Standards inspections will be
conducted after the termination notice is issued.
J. DETERMINATION OF RESPONSIBILITY [24 CFR 982.404, 982.54(d)(14)]
Certain HQS deficiencies are consdered the respongbility of the family:

Tenant-paid utilities not in service

Failure to provide or maintain family-supplied appliances

Damage to the unit or premises caused by a household member or guest beyond norma wear
and tear

* "Norma wear and tear” is defined as items which could be charged againg the
tenant's security deposit under state law or court practice.

The owner isresponsible for al other HQS violations.
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The owner isrespongble for vermin infestation even if caused by the family's living habits. However, if
such infestation is serious and repested, it may be consdered alease violation and the owner may evict
for serious or repested violation of the lease. The PHA may terminate the family's assstance on that
basis.

* The inspector will make a determination of owner or family responghbility during the ingpection. * The
owner or tenant may apped this determination within 10 days of the inspection.

* |f the family is responsible but the owner carries out the repairs, the owner will be encouraged to hill
the family for the cogt of the repairs and the family's file will be noted.

K. CONSEQUENCESIF FAMILY ISRESPONSIBLE [24 CFR 982.404(b)]

If emergency or non-emergency violations of HQS are determined to be the responsihility of the family,
the PHA will require the family make any repair(s) or corrections within 30 days. If the repair(s) or
correction(s) are not made in thistime period, the PHA will terminate assistance to the family, after
providing an opportunity for an informa hearing. Extensonsin these cases must be gpproved by the
Section 8 Coordinator or the Assistant Section 8 Coordinator. The owner's rent will not be abated for
items which are the family's respongihility.

If the tenant is respongible and corrections are not made, the HAP Contract will terminate when
assistance is terminated.
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Chapter 11
OWNER RENTS, RENT REASONABLENESS, AND PAYMENT STANDARDS
[24 CFR 982.505, 982.503, 982.504, 982.505]]
INTRODUCTION

The paliciesin this chapter reflect the amendments to the HUD regulations, which were implemented by
the Quality Housing and Work Responsibility Act of 1998 for the Section 8 Tenant-Based Assstance
Program. These amendments became effective on October 1, 1999, which isreferred to as the “merger
date’. These amendments complete the merging of the Section 8 Certificate and Voucher Programsinto
one program, called the Housing Choice Voucher Program.

In accordance with the regulations, for those Section 8 participant familieswhere thereisaHAP
Contract in effect entered into prior to October 1, 1999, the PHA will continue to uphold the rent
calculation methods of the premerger Regular Certificate, [OFTO,] and Voucher tenancies until the 2™
regular reexamination of family income and compodtion following the “ merger date’. However, dl new
leases, moves and new admissions taking effect on or after October 1, 1999 will be subject to the
regulations of the new Housing Choice Voucher Program.

The PHA will determine rent reasonableness in accordance with 24 CFR 982.507(a).It isthe PHA's
responsbility to ensure that the rents charged by owners are reasonable based upon unassisted
comparablesin the rental market, usng the criteria specified in 24 CFR 982.507(b).

This Chapter explains the PHA's procedures for determination of rent-reasonableness, payments to
owners, adjustments to the Payment Standards, and rent adjustments.

A. RENT TO OWNER IN THE HOUSING CHOICE VOUCHER PROGRAM

The Rent to Owner islimited only by rent reasonableness. The PHA must demondirate that the Rent to
Owner is reasonable in comparison to rent for other comparable unassisted units.

The only other limitation on rent to owner is the maximum rent andard at initid occupancy (24 CFR
982.508). At thetimeafamily initidly receives tenant-based ass stance for occupancy of adwelling
unit, whether it isa new admisson or amove to adifferent unit, the family share may not exceed 40
percent of the family’s monthly adjusted income.

During the initia term of the lease, the owner may not raise the rent to owner.
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B. MAKING PAYMENTSTO OWNERS [24 CFR 982.451]

Once the HAP Contract is executed, the PHA begins processing payments to the landlord. A HAP
Regigter will be used as a bass for monitoring the accuracy and timeliness of payments. Changes are
made autométically to the HAP Register for the following month. Checks are disbursed by
Adminigtration to the owner each month. Checks may be picked up by owner at the PHA.* Checks
will only be disbursed on the 1st and 15th of the month. Exceptions may be made with the approva of
the Executive Director of the Assstant Executive Director in cases of hardship.

Checksthat are not received will not be replaced until awritten request has been received from the
payee and a stop payment has been put on the check.

Excess Payments

Thetotd of rent paid by the tenant plus the PHA housing ass stance payment to the owner may not be
more than the rent to owner. The owner must immediately return any excess payment to the PHA.

Ownerswho do not return excess payments will be subject to pendties as outlined in the "Owner or
Family Debts to the PHA™ chapter of this Adminidrative Plan.

L ate Paymentsto Owners
It isalocal business practice in Charleston for property managers and owners to charge tenants a
reasonable late fee for rents not received by the owner or property manager by the due date, not

withstanding any grace period which istypicaly 10 days past the firgt of the month.

Therefore, in kegping with generdly accepted practicesin theloca housing market, the PHA must make
housing ass stance payments to the owner promptly and in accordance with the HAP contract.

The PHA will pay a[dollar amount] late fee to the owner for housing ass stance payments that are not
mailed to the owner by the 10th or 25th day of the month, if requested by the owner.

Proof of “Mailed to” date will be the:
*date the HAP Regigter was run
Proof of “Recalved by Owner” will be:

*5 caendar days after date of mailing by PHA
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To assst the PHA in its outreach efforts to owners, and to provide better customer service, the PHA
will offer to make automatic monthly HAP deposits into the bank account of the owner. If the owner
agree to such an arrangement with the PHA, the date the bank shows as the deposit date, will be the
officia date of record and will be the determining factor in cases involving late payment pendties.

The PHA will not be obligated to pay any late payment pendty if HUD determinesthet late payment is
due to factors beyond the PHA’ s control, such asadday in the receipt of program funds from HUD.
The PHA will use adminigrative fee income or the adminidrative fee reserve asits only source for late

payment pendlty.
The PHA will not use any program funds for the payment of |ate fee pendtiesto the owner.
C. RENT REASONABLENESS DETERMINATIONS [24 CFR 982.507]

The PHA will determine and document on a case-by-case basis that the gpproved rent is reasonable in
comparison to rent for other comparable unassisted unitsin the market. This appliesto dl programs.

The PHA will not gpprove alease until the PHA determinesthat the initid rent to owner is areasonable
rent. The PHA must redetermine the reasonable rent before any increase in the rent to owner, and if
there isafive percent decrease in the published FMR in effect 60 days before the contract anniversary
(for the unit size rented by the family) as compared with the FMR in effect one year before the contract
anniversary.

The PHA must redetermine rent reasonablenessiif directed by HUD and based on a need identified by
the PHA's auditing system. The PHA may eect to redetermine rent reasonableness a any other time.
At dl times during the assisted tenancy, the rent to owner may not exceed the reasonable rent as most
recently determined or redetermined by the PHA

The owner will be advised that by accepting each monthly housing assistance payment shhe will be
certifying that the rent to owner is not more than rent charged by the owner for comparable unasssted
unitsin the premises.

If requested, the owner must give the PHA information on rents charged by the owner for other unitsin
the premises or dsawhere. * The PHA will only request information on the owner's units el sewhere if the
PHA has cause to demonstrate that the owner has atendency to charge higher rentsto program
participants or if needed for rent reasonableness comparables.

The data for other unassisted units will be gathered from newspapers, Redtors, professiona
associations, inquiries of owners, market surveys, and other available sources.
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The market areas for rent reasonableness are census tracts/neighborhoods within the PHA's jurisdiction.
Subject units within a defined housing market areawill be compared to Smilar units within the same
area.
The following itemswill be used for rent reasonabl eness documentation:

Size (number of Bedrooms/sgquare footage)

Location

Qudlity

Amenities (bathrooms, dishwasher, air conditioning, etc.)

Housing Services

Age of unit

Unit Type

Maintenance

Utilities
Rent Reasonableness M ethodology

The PHA utilizes a rent reasonableness system which includes and defines the HUD factors listed
above. The system has atotd point count which is divided into rating categories.

Informetion is gathered on rentd units in the City of Charleston Housing Authority’s market area, and
each unit israted, using the PHA’ s rent reasonableness system. Using an automated method, the
average rents are identified for units of like size and type within the same market area. Each defined
factor of the items listed above on the unit to be assisted will be compared, using a point adjustment
system, to those factors of comparable unassisted units in the database. The average will be adjusted up
or down based on the dollar vaue of al HUD required comparable items in comparison with the total
database.

D. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM [24 CFR 982.503]
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The Payment Standard is used to calculate the housing assistance payment for afamily. In accordance
with HUD regulation, and a the PHA'’ s discretion, the VVoucher Payment Standard amount is set by the
PHA between 90 percent and 110 percent of the HUD published FMR. Thisis considered the basic
range. The PHA reviews the gppropriateness of the Payment Standard annualy when the FMR is
published. In determining whether achange is needed, the PHA will ensure that the Payment Standard is
aways within the range of 90 percent to 110 percent of the new FMR, unless an exception payment
standard has been approved by HUD.

The PHA will establish a single voucher payment standard amount for eech FMR areain the PHA
jurisdiction. For each FMR area, the PHA will establish payment stlandard amounts for each “unit Sze'.
The PHA may have a higher payment standard within the PHA’ sjurisdiction if needed to expand
housing opportunities outsde areas of minority or poverty concentration, as long as the payment
gtandard is within the 90-110% of FMR range.

The PHA may approve a higher payment standard within the basic range , if required as a reasonable
accommodation for afamily that includes a person with disabilities.

E. ADJUSTMENTSTO PAYMENT STANDARDS [24 CFR 982.503]

Payment Standards may be adjusted, within HUD regulatory limitations, to increase Housng Assistance
Payments in order to keep families rents affordable. The PHA will not raise Payment Standards soldly
to make "high end" units available to VVoucher holders. The PHA may use some or dl of the measures
below in making its determination whether an adjustment should be made to the Payment Standards.

Assisted Families Rent Burdens

The PHA will review its voucher payment standard amounts at least annudly to determine whether more
than 40 percent of familiesin aparticular unit Sze are paying more than 30% of their annua adjusted
income for rent.

If it is determined that particular unit Sizesin the PHA’ sjurisdiction have payment sandard amounts
that are creating rent burdens for families, the PHA will modify its payment standards for those
particular unit Sizes.

The PHA will increase its payment standard within the basic range for those particular unit Szesto
hel p reduce the percentage of annud income that participant familiesin the PHA’sjurisdiction are
paying.
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The PHA will establish a separate voucher payment standard, within the basic range, for designated
partsitsjurisdiction if it determines that a higher payment standard is needed in these designated areas
to provide families with quaity housing choices and to give families an opportunity to move outside
areas of high poverty and low income.

Quality of Units Selected

The PHA will review the qudity of units selected by participant families when making the determination
of the percent of income families are paying for housing, to ensure that Payment Standard increases are
only made when needed to reach the mid-range of the market.

PHA Decision Point

The PHA will review the average percent of income that families on the program are paying for rent. If
more than 40% of families are paying more than 30% of monthly adjusted income for a particular unit
gze, the PHA will determine whether families are renting units larger than their voucher Sze, and
whether families are renting units which exceed HUD’ s HQS and any additiona standards added by the
PHA in this Adminigretive Plan.

If families are paying more than 30% of their income for rent due to the selection of larger bedroom sze
units or luxury units, the PHA may decline to increase the payment standard. If these are not the primary
factors for families paying higher rents, the PHA will continue increasing the payment standard.

Rent to Owner Increases

The PHA may review a sample of the units to determine how often owners are increasing rents and the
average percent of increase by bedroom size.

Timeto Locate Housng

The PHA may consder the average time period for families to lease up under the Voucher program. If
more than 25 percent of \oucher holders are unable to locate suitable housing within the term of the
voucher and the PHA determines that thisis due to rentsin the jurisdiction being unaffordable for

families even with the presence of a voucher the Payment Standard may be adjusted.

L owering of the Payment Standard
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Lowering of the FMR may require an adjustment of the Payment Standard. Additiondly, Statistica
anayss may reved that the Payment Standard should be lowered. In any case, the Payment Standard
will not be set below 90 percent of the FMR without authorization from HUD.

Financial Feasbility

Before increasing the Payment Standard, the PHA may review the budget to determine the impact
projected subsidy increases would have on funding available for the program and number of families
served.

For this purpose, the PHA will compare the number of families who could be served under a higher
Payment Standard with the number assisted under current Payment Standards.

File Documentation

A filewill be retained by the PHA for at least three years to document the andysis and findings to judtify
whether or not the Payment Standard was changed.

F. EXCEPTION PAYMENT STANDARDS

If the dwelling unit islocated in an exception area, the PHA must use the gppropriate payment standard
amount established by the PHA for the exception area in accordance with regulation 24 CFR 982.503.

The PHA has received HUD approvd to establish a payment standard amount that is higher than
the basic range.

HUD has authorized the PHA to establish a payment standard 110% and 120% for al unit Szesin
adesgnated area. Thisisreferred to by HUD as the upper range.

To prevent financid hardship for families, and increase housing choice opportunities, the PHA has
requested and received gpprova from the Assistant Secretary of Public and Indian Housing to
establish an exception payment standard of above 120% of the FMR for the Peninsula

G. OWNER PAYMENT IN THE PREMERGER REGULAR CERTIFICATE
PROGRAM [24 CFR 982.502(d)]

The HUD regulations relating to owner rent adjustments applicable to the Regular Tenancy Program will
be used until the HAP Contract is no longer effective which will be no later than the second regular
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reexamination of the family after the merger date. Here is where we insert information about the Rent
Adjustments for these contracts.

The PHA will notify owners of their right to request arent adjustment.

Owners mugt request the rent increase in writing. Any increase will be effective the later of (1) the
anniversary date of the Contract, or (2) at least 60 days after the owner’ s request is received.

The approva or disgpprova decison regarding the adjustment will be based on HUD-required
caculations and a rent reasonableness determination. The adjustment may be an increase or a decrease.

The notice of rent change does not affect the automeatic renewd of the lease and does not require a new
lease or contract or even an executed amendment.

For terminations of Premerger Regular Certificate HAPS, see "Contract Terminations' chapter.
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Chapter 12
RECERTIFICATIONS
[24 CFR 982.516]
INTRODUCTION
In accordance with HUD requirements, the PHA will reexamine the income and household composition
of dl families at least annudly. Families will be provided accurate annud and interim rent adjustments.
Recertifications and interim examinations will be processed in amanner that ensures families are given
reasonable notice of rent increases. All annua activities will be coordinated in accordance with HUD
regulation. It isaHUD requirement that families report dl changes in household compaosition. This

Chapter defines the PHA's policy for conducting annua recertifications and coordinating annua
activities. It dso explains the interim reporting requirements for families, and the sandards for timely

reporting.
A. ANNUAL ACTIVITIES[24 CFR 982.516, 982.405]

There are three activities the PHA must conduct on an annud basis. * These activities will be
coordinated whenever possible:

Recertification of Income and Family Composition

HQS Inspection

Rent to Owner Adjustment (following HUD reguirements [Regular Tenancy Certificate only])
The PHA produces amonthly listing of units under contract to ensure that timely reviews of rent to
owner, housing quality, and factors related to Tota Tenant Payment/Family Share can be made.
Requests for rent adjustments and other monetary changes will be transmitted to the
Adminigration Departmen.
Reexamination of the family’sincome and composition must be conducted at least annudly.

Annud inspections. See "Housing Quadity Standards and Inspections' chapter.

Rent Adjustments. See "Owner Rents, Rent Reasonableness and Payment Standards' chapter.
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B. ANNUAL RECERTIFICATION/REEXAMINATION [24 CFR 982.516]

Families are required to be recertified a least annudly. At the first interim or annud certification on or
after June 19, 1995, family members must report and verify tharr U.S. ditizenship/digible immigrant
satus.

Pre-Merger Reexamination | ssues

For dl pre-merger tenancies the rent calculation methods will not change until the effective date of the
second regular reexamination of family income and compostion, following the merger date, unlessthe
family moves or accepts a new lease from the owner.

If there has been an increase in the payment standard prior to the effective date of the first regular
reexamination of a premerger Voucher or Over Fair Market Rent Tenancy Certificate following the
merger date, the family will receive the benefit of the higher payment standard, provided there has not
been a change in family size or composition that would require the PHA to adjust the family unit size.

M oves Between Reexaminations
When families move to ancther dwelling unit:

* An annud recatification will be scheduled unless a recertification has occurred in the last 120
days.

* The anniversary date for the recertification will not be changed.
Income limits are not used as atest for continued digibility a recertification.
Reexamination Notice to the Family

The PHA will maintain a reexamination tracking system and the household will be natified by mail of the
date and time for their interview at least 120 daysin advance of the anniversary date. If requested as an
accommodation by a person with a disability, the PHA will provide the notice in an accessible format.
The PHA will dso mail the notice to athird party, if requested as reasonable accommodation for a
person with disabilities. These accommodations will be granted upon verification that they meet the need
presented by the disability.

Procedure

The PHA's procedure for conducting annua recertifications will be:
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* Schedule the date and time of appointments and mail a notification to the family and owner.
Completion of Annual Recertification
The PHA will have dl recertifications for families completed before the anniversary date. Thisincludes
notifying the family of any changesin rent a least 30 days before the scheduled date of the changein
family rent.
Personswith Disabilities
Persons with disabilities who are unable to come to the PHA''s office will be granted an accommodation
by conducting the interview at the person's home or by mail, upon verification that the accommodation
requested meets the need presented by the disability.
Collection of Information [24 CFR 982.516(f)]

The PHA has established appropriate recertification procedures necessary to ensure that the income
data provided by families is complete and accurate.

The PHA representative will interview the family and enter the information provided by the family on the
recertification form, review the information with the family and have them sign the form.

The PHA will require the family to complete a Persona Declaration Form prior to dl recertification
interviews.

Requirementsto Attend

The following family members will be required to attend the recertification interview:
* The head of household and spouse or co-head

If the head of household is unable to attend the interview:
* The gppointment will be rescheduled

* The spouse/co-head may recertify for the family, provided that the head comesin within 30
daysto recertify

Failureto Respond to Natification to Recertify
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The written notification must state which family members are required to attend the interview. The family
may cdl to request another gppointment date up to 15 days prior to the interview.

If the family does not appear for the recertification interview, and has not rescheduled or made prior
arrangements with the PHA, the PHA will reschedule a second gppointment.

If the family fails to appear for the second appointment, and has not rescheduled or made prior
arrangements, the PHA will:

* Send family notice of termination and offer them an informa hearing
Exceptions to these policies may be made by the Executive Director, the Section 8 Coordinator or
Assgant Executive Director if the family is able to document an emergency Situation that prevented
them from canceling or attending the appointment or if requested as a reasonable accommodation for a
person with adisability.

Documents Required From the Family

In the natification letter to the family, the PHA will indude indructions for the family to bring the
following:

* Documentation of all assets
* Documentation of any deductions/allowances
* Persond Declaration Form completed by head of household
Verification of Information
The PHA will follow the verification procedures and guidelines described in this Plan. Verifications for
reexaminations must be less than 120 days old.
Tenant Rent Increase

If tenant rent increases, a thirty day notice is mailed to the family prior to the scheduled effective date of
the annud recertification.

If lessthan thirty days are remaining before the scheduled effective date of the annua recertification, the
tenant rent increase will be effective on the first of the month following the thirty day notice.
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If there has been a misrepresentation or a materid omisson by the family, or if the family causes adday
in the reexamination processing, there will be aretroactive increase in rent to the scheduled effective
date of the annud recertification.

Tenant Rent Decreases

If tenant rent decreases, it will be effective on the anniversary date.

If the family causes a dday o that the processing of the reexamination is not complete by the
anniversary date, rent change will be effective on the firgt day of the month following completion of the
reexamination processing by the PHA.

C. REPORTING INTERIM CHANGES[24 CFR 982.516]

Program participants must report al changes in household composition to the PHA between annua
reexaminations. Thisincludes additions due to birth, adoption and court-awarded custody. The family
must obtain PHA approvd prior to dl other additions to the household.

If any new family member is added, family income must include any income of the new family member.
The PHA will conduct areexamination to determine such additiona income and will make the
gopropriate adjusments in the housing ass stance payment and family unit sze.

The U.S. dtizenship/digible immigrant status of additiond family members must be declared and verified
asrequired a thefird interim or regular recertification after moving into the unit.

Increasesin Income
Interim Reexamination Policy
The PHA will not conduct interim reexaminations when families have an increase in income.

Families will be required to report only the increases in household income which comes from a new
source.

Decreasesin Income
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Participants may report a decrease in income and other changes which would reduce the amount of
tenant rent, such as an increase in dlowances or deductions. The PHA must cdculate the change if a
decrease in income is reported.

PHA Errors

If the PHA makes a cdculation error at admission to the program or a an annua reexamination, an
interim reexamination will be conducted, if necessary, to correct the error, but the family will not be
charged retroactively. Familieswill be given decreases, when applicable, retroactive to when the
decrease for the change would have been effective if calculated correctly.

D. OTHER INTERIM REPORTING ISSUES

An interim reexamination does not affect the date of the annua recertification.

An interim reexamination will be scheduled for families with zero/ungtable income every 120 days.

If there is a change from benefit income to employment income, the PHA will defer the family's rent
increase for sx months in order to encourage families to move to sdf -sufficiency.

* Thisincentive will only be provided once to any family member.
* Thisincentive is not provided to persons who work seasondly.
In the following circumstances, the PHA may conduct the interim recertification by mail:
* Changes that will not result in achange in tenant rent or voucher Sze.
* Changes in income that are norma for the family, such as seasond employment..

* As a reasonable accommodation when requested. (See " Statement of Policies and
Objectives' chapter)

Any changes reported by participants other than those listed in this section will be noted in the file by the
staff person but will not be processed between regularly-scheduled annua recertifications.

E. INCOME CHANGESRESULTING FROM WELFARE PROGRAM
REQUIREMENTS
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The PHA will not reduce the family share of rent for families whose welfare assstance is reduced
specificaly because of:

fraud; or
failure to participate in an economic self-aufficiency program; or
noncompliance with awork activities requirement

However, the PHA will reduce the rent if the welfare assistance reduction is aresult of:
The expiraion of alifetime time limit on recaiving benefits, or

A gtuation where the family has complied with welfare program requirements but cannot or has
not obtained employment

The PHA will notify affected families that they have the right to an informd hearing regarding these
requirements.

(See"Veification Procedures' chapter.)
Cooperation Agreements

The PHA will execute a Cooperation Agreement with the loca welfare agency to ensure timely and
accurate verification of noncompliance.

The PHA has taken a proactive gpproach to culminating an effective working relaionship between the
PHA and the locd wefare agency for the purpose of targeting economic sdf- sufficiency programs
throughout the community that are available to Section 8 tenant-based assstance families.

The PHA and the locd welfare agency have mutudly agreed to exchange information regarding any
economic saf-sufficiency and/or other gppropriate programs or services that would benefit Section 8
tenant-based assistance families.

F. NOTIFICATION OF RESULTSOF RECERTIFICATIONS[HUD Notice PIH 98-6]
The HUD form 50058 will be completed and transmitted as required by HUD.

The Notice of Rent Change is mailed to the owner and the tenant. Signatures are not required by the
PHA. If the family disagrees with the rent adjustment, they may request an informa hearing.
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G.  TIMELY REPORTING OF CHANGESIN INCOME (AND ASSETS) [24 CFR
982.516(c)]

Standard for Timely Reporting of Changes

The PHA requires that families report interim changes to the PHA within 10 days of when the change
occurs. Any information, document or Signature needed from the family which is needed to verify the
change must be provided must be provided within 30 days of the change.

An exception will be made for TANF recipients who obtain employment. In such cases, familieswill
have to report within 15 days of receipt of the Notice of Action from TANF that shows the full
adjustment for employment income,

If the change is not reported within the required time period, or if the family falsto provide
documentation or signatures, it will be considered untimely reporting.

Procedureswhen the Changeis Reported in a Timely Manner

The PHA will natify the family and the owner of any change in the Housing Assistance Payment to be
effective according to the following guiddines:

Increases in the Tenant Rent are effective on the firgt of the month following at least thirty days
notice.

Decreasesin the Tenant Rent are effective the firgt of the month following that in which the
changeis reported. * However, no rent reductions will be processed until al the facts have been
verified, even if aretroactive adjustment results.

The change may be implemented based on documentation provided by the family, pending third-party
written verification.

Procedures when the Change is Not Reported by the Family in a Timely Manner

If the family does not report the change as described under Timely Reporting, the family will have
causad an unreasonable delay in the interim reexamination processing and the following guiddines will

aoply:

Increase in Tenant Rent will be effective retroactive to the date it would have been effective had
it been reported on atimely bags. The family will be ligble for any overpaid housing assstance
and may be required to sign a Repayment Agreement.
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Decrease in Tenant Rent will be effective on the firgt of the month following the month that the
change was reported.

Procedures when the Changeis Not Processed by the PHA in a Timely Manner

"Processed in atimely manner” means that the change goes into effect on the date it should when the
family reports the change in atimely manner. If the change cannot be made effective on that dete, the
changeis not processed by the PHA in atimey manner.

In this case, an increase will be effective after the required thirty days notice prior to the first of the
month after completion of processing by the PHA.

If the change resulted in a decrease, the overpayment by the family will be calculated retroactively to the
date it should have been effective, and the family will be credited for the amount.

H. CHANGESIN VOUCHER SIZE ASA RESULT OF FAMILY COMPOSITION
CHANGES [24 CFR 982.516(C)]

(See"Subsidy Standards' chapter.)
l. CONTINUANCE OF ASSISTANCE FOR "MIXED" FAMILIES[24 CFR 5.518]

Under the Noncitizens Rule, "Mixed" families are families that include at least one citizen or digible
immigrant and any number of indigible members.

The Noncitizens Rule was implemented on or after November 29, 1996, and mixed families may
receive prorated assistance only.

The Noncitizens rule was implemented prior to November 29, 1996, and "Mixed" families who were
participants as of June 19, 1995, shdl continue receiving full assstance if they meet dl of the following
criteria
The head of household or spouseisa U.S. citizen or has digible immigrant status, AND
All members of the family other than the head, the spouse, parents of the head or the spouse,
and children of the head or pouse are citizens or digible immigrants. The family may change the
head of household to qudify under this provision.

J. MISREPRESENTATION OF FAMILY CIRCUMSTANCES
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If any participant deliberately misrepresents the information on which digibility or tenant rent is
established, the PHA may terminate assistance and may refer the family filefrecord to the proper
authorities for appropriate digposition. (See Program Integrity Addendum.)
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Chapter 13
MOVESWITH CONTINUED ASSISTANCE/PORTABILITY
[24 CFR 982.314, 982.353, 982.355(a)]

INTRODUCTION

HUD regulations permit families to move with continued assstance to another unit within the PHA's
jurisdiction, or to aunit outside of the PHA's jurisdiction under Portability procedures. The regulations
aso dlow the PHA the discretion to develop policies which define any limitations or restrictions on
moves. This Chapter defines the procedures for moves, both within and outside of, the PHA's
jurisdiction, and the policies for restriction and limitations on moves.

A. ALLOWABLE MOVES
A family may move to anew unit with continued asssance if:

The assisted |lease for the old unit has terminated because the PHA has terminated the HAP
contract for owner breach, or the lease was terminated by mutua agreement of the owner and
the family.

The owner has given the family a notice to vacate, or has commenced an action to evict the
tenant, or has obtained a court judgment or other process dlowing the owner to evict the family
(unless assgtance to the family will be terminated).

The family has given proper notice of lease termination.
B. RESTRICTIONS ON MOVES[24 CFR 982.314, 982.552(a)]

Familieswill not be permitted to move within the PHA's jurisdiction during the initid year of asssted
occupancy.

Families will not be permitted to move outside the PHA's jurisdiction under portability procedures
during the initid year of assisted occupancy.

Familieswill be permitted to move more than once in a 12-month period.

The PHA will deny permisson to move if there isinsufficient funding for continued assistance.
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The PHA will deny permission to move if:
* The family has violated a Family Obligation.
* The family owes the PHA money.

The Executive Director or hishher designee may make exceptions to these redtrictionsiif thereisan
emergency reason for the move over which the participant has no control.

C. PROCEDURE FOR MOVES[24 CFR 982.314]
| ssuance of Voucher

Subject to the regtrictions on moves, the PHA will issue the voucher to move as soon as the family
requests the move.

If the family does not locate a new unit, they may remain in the current unit so long as the owner permits.
Notice Requirements

Briefing sessions emphasize the family's responsbility to give the owner and the PHA proper written
notice of any intent to move.

The family mugt give the owner the required number of days written notice of intent to vacate specified
in the lease and must give a copy to the PHA smultaneoudy.

For units under a Certificate HAP contract effective before October 2, 1995, if the family vacates the
unit without proper notice in writing to the owner, the family will be responsible for any vacancy loss
paid by the PHA.

Time of Contract Change

A move within the same building or project, or between buildings owned by the same owner, will be
processed like any other move, except that there will be no overlapping assistance.

In amove, assstance stops at the old unit at the end of the month in which the tenant ceasad to occupy,
unless proper notice was given to end alease midmonth. Assistance will start on the new unit on the
effective date of the lease and contract. Assstance payments may overlgp for the month in which the
family moves.
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D. PORTABILITY [24 CFR 982.353]

Portability applies to families moving out of or into the PHA's jurisdiction within the United States and its
territories.
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E. OUTGOING PORTABILITY [24 CFR 982.353, 982.355]

Within the limitations of the regulaions and this policy, a participant family has the right to receive
tenant-based voucher assstance to lease a unit outside the PHA' sjurisdiction, anywhere in the United
States, in thejurisdiction of a PHA with a tenant-based program. When afamily requests to move
outsde of the PHA's jurisdiction, the request must specify the area to which the family wants to move.

If there is more than one PHA in the areain which the family has sdected a unit, the PHA will choose
the recaiving PHA.

Restrictions on Portability

Applicants

If neither the head or spouse had adomicile (lega resdence) in the PHA's jurisdiction at the date of
their initid application for assstance, the family will not be permitted to exercise portability upon initia
issuance of avoucher, unlessthe PHA agpproves such move. [NOTE: legd domicileis defined by locd

government.]

Upon initid issuance of avoucher the family must be income digible under the receiving PHA income
limits during the initid 12-month period after admisson to the program.

Participants

After an gpplicant has leased-up in the jurisdiction of theinitia housing agency, they cannot exercise
portability during the first year of assisted occupancy, except in the following circumstances.

The recaiving and initid PHA agree to dlow the move.

* The family’ s move relates to an opportunity for educetion, job training or employment
The PHA will not permit families to exercise portability:

If the family isin violation of afamily obligation.

If the family owes money to the PHA.
Recealving PHA'swill be required to submit hearing determinations to the PHA within 30 days.

F. INCOMING PORTABILITY [24 CFR 982.354, 982.355]
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Absorption or Administration

The PHA will accept afamily with avaid VVoucher from another jurisdiction and administer or absorb
the Voucher. If adminigtering, the family will be issued a"Portable’ Voucher by the PHA. The term of
the voucher will not expire before the expiration date of any initid PHA voucher. The family must submit
arequest for goprova of tenancy for an digible unit to the recaiving PHA during the term of the
recaiving PHA voucher. The receiving PHA may grant extensons in accordance with this Adminigretive
Pan. However, if the Family decides not to lease-up in the PHA's jurisdiction, they must contact the
initid PHA to request an extension.

The PHA will absorb dl incoming portable families provided thet there is funding avallable.

When the PHA does not absorb the incoming Voucher , it will administer the Initid PHA's Voucher and
the receiving PHA's policies will prevalil.

For admission to the program afamily must be income digible in the area where the family initidly leases
aunit with assistance under the program..

The receiving PHA does not redetermine digibility for a portable family that was dready receiving
assstancein theinitid PHA Section 8 tenant-based program.

The PHA will issue a"Portability Voucher" according to its own Subsdy Standards. If the Family hasa
change in family compaosition which would change the Voucher size, the PHA will change to the proper
Sze based on its own Subsidy Standards.

Income and Total Tenant Payment of Incoming Portables [982.353(d)]

Asrecelving PHA, the PHA will conduct a recertification interview but only verify the information
provided if the documents are missing.

If the PHA conducts a recertification of the family it will not cause a dday in the issuance of avoucher.

If the family's income is such that a $0 subsidy amount is determined prior to lease-up in the PHA's
juridiction, the PHA will refuse to enter into a contract on behaf of the family at $0 assistance.

Requestsfor Approval of Tenancy

A briefing will be mandatory for dl portability families.
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When the Family submits a Request for Tenancy Approva, it will be processed using the PHA's
policies. If the Family does not submit a Request for Tenancy Approva or does not execute alease, the
Initid PHA will be natified within 60 days by the PHA.

If the Family leases up successtully, the PHA will natify the Initid PHA within 30 days, and the billing
process will commence.

The PHA will notify theinitid PHA if the family failsto submit arequest for gpprova of tenancy for an
eigible unit within the term of the voucher.

If the PHA denies assstance to the family, the PHA will notify the Initid PHA within 30 days and the
family will be offered areview or hearing.

The PHA will notify the Family of its repongbility to contact the Initia PHA if the Family wishesto
move outsde the PHA'sjurisdiction under continued portability.

Regular Program Functions
The PHA will perform all program functions gpplicable the tenant-based ass stance program, such as.
Annua reexaminations of family income and compostion;
Annud ingpection of the unit; and
Interim Examinations when requested or deemed necessary by the PHA
Terminations
The PHA will notify the Initid PHA in writing of any termination of assstance within 30 days of the
termination. If an Informa Hearing is required and requested by the Family, the hearing will be
conducted by the PHA, using the regular hearing procedures included in this Plan. A copy of the hearing
decison will be furnished to the Initid PHA.
The Initid PHA will be responsible for collecting amounts owed by the Family for daims paid and for
monitoring repayment. If the Initid PHA natifies the PHA that the Family isin arrears or the Family has

refused to Sgn a Payment Agreement, the PHA will terminate assistance to the family.

Required Documents
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As Receaving PHA, the PHA will require the documents listed on the HUD Portability Billing Form from
the Initid PHA.

Billing Procedures

AsReceaving PHA, the PHA will bill the Initid PHA Quarterly for Housing Assistance Payments. The
billing cyclefor other amounts, including Adminidrative Fees and Specid Clamswill be monthly unless
requested otherwise by the Initid PHA.

The PHA will bill 200% of the Housing Assistance Payment, 100% of Specid Claims and 80% of the
Adminigrative Fee (at the Initid PHA's rate) for each "Portability” Voucher leased as of the first day of
the month.

The PHA will notify the Initid PHA of changesin subsidy amounts and will expect the Initid PHA to
notify the PHA of changesin the Adminidrative Fee amount to be billed.
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Chapter 14
CONTRACT TERMINATIONS
[24 CFR 982.311, 982.314]
INTRODUCTION

The Housing Assistance Payments (HAP) Contract is the contract between the owner and the PHA
which defines the responsihilities of both parties. This Chapter describes the circumstances under which
the contract can be terminated by the PHA and the owner, and the policies and procedures for such
terminations.

A. CONTRACT TERMINATION [24 CFR 982.311]

The term of the HAP Contract is the same as the term of the lease. The Contract between the owner
and the PHA may be terminated by the PHA, or by the owner or tenant terminating the lease.

No future subsidy payments on behdf of the family will be made by the PHA to the owner after the
month in which the Contract is terminated. The owner must reimburse the PHA for any subsidies paid
by the PHA for any period after the contract termination date.

If the family continues to occupy the unit after the Section 8 contract is terminated, the family is
responsible for the tota amount of rent due to the owner. The owner will have no right to clam
compensation from the PHA for vacancy loss under the provisons of Certificate HAP contracts
effective before October 2, 1995.

After acontract termination, if the family meets the criteriafor amove with continued assstance, the
family may lease-up in another unit. The contract for the new unit may begin during the month in which
the family moved from the old unit.

B. TERMINATION BY THE FAMILY: MOVES[24 CFR 982.314(c)(2)]

Family termination of the lease must be in accordance with the terms of the lease.

C. TERMINATION OF TENANCY BY THE OWNER: EVICTIONS
[24 CFR 982.310, 982.455]

If the owner wishes to terminate the lease, the owner is required under the lease, to provide proper
notice as stated in the lease.
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During the term of the lease, the owner may not terminate the tenancy except for the grounds stated in
the HUD regulations.

During the term of the lease the owner may only evict for:

Serious or repeated violations of the lease, including but not limited to failure to pay rent or
other amounts due under the lease, or repeated violation of the terms and conditions of the
lease;

Violations of federd, state or loca law that imposes obligations on the tenant in connection with
the occupancy or use of the premises; or Crimina activity by the tenant, any member of the
household, a guest or another person under the tenant's control that threatens the health, safety
or right to peaceful enjoyment of the premises by the other residents, or persons residing in the
immediate vicinity of the premises or any drug-related crimind activity on or near the premises.

Other good cause.

During the initid term of the lease, the owner may not terminate the tenancy for “other good cause”
unless the owner is terminating the tenancy because of something the family did or faled to do (see
982.310)

The owner mugt provide the tenant awritten notice specifying the grounds for termination of tenancy, at
or before the commencement of the eviction action. The notice may be included in, or may be combined
with, any owner eviction notice to the tenant.

The owner eviction notice means a notice to vacate, or acomplaint, or other initid pleading used under
State or loca law to commence an eviction action.

The PHA requires that the owner specify the section of the lease that has been violated and cite some or
al of theways in which the tenant has violated that section as documentation for the PHA’ s decison
regarding termination of assstance.

Housing ass stance payments are paid to the owner under the terms of the HAP Contract. If the owner
has begun eviction and the family continues to resde in the unit, the PHA must continue to make housing
ass stance payments to the owner until the owner has obtained a court judgment or other process
alowing the owner to evict the tenant.

The PHA will continue housing assistance payments until the family moves or is evicted from the unit.
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If the action isfindized in court, the owner must provide the PHA with the documentation, including
notice of the lock-out date.

The PHA must continue making housing assstance payments to the owner in accordance with the
Contract aslong as the tenant continues to occupy the unit and the Contract is not violated. By
endorsing the monthly check from the PHA, the owner certifies that the tenant is il in the unit, the rent
is reasonable and s/he isin compliance with the contract.

If an eviction is not due to a serious or repested violation of the lease, and if the PHA has no other
grounds for termination of assstance, the PHA may issue anew certificate or voucher so that the family
can move with continued ass stance.

D. TERMINATION OF THE CONTRACT BY PHA [24 CFR 982.404(a), 982.453,
982.454, 982.552(a)(3)]

The term of the HAP contract terminates when the lease terminates, when the PHA terminates program
assistance for the family, and when the owner has breached the HAP contract. (See "Owner
Disapproval and Redtriction™ chapter)

The PHA may dso terminate the contract if:
The PHA terminates assstance to the family.

The family is required to move from a unit when the subsdy istoo big for the family size (pre-
merger Certificate Program) or the unit does not meet the HQS space standards because of an
increase in family Sze or a change in family compostion (Certificate and Voucher Programs).

Funding is no longer available under the ACC.

The contract will terminate automaticaly if 180 days have passed since the last housing assistance
payment to the owner.

Termination of Premerger Certificate HAPS [24 CFR 982.502(d)

The PHA must terminate program ass stance under any outstanding HAP contract for aregular tenancy
under the premerger certificate program at the effective date of the second regular reexamination of
family income and compaosition on or after the merger date. At such termination of assgtance, the HAP
contract will automatically terminate. The PHA will give the owner and family at least 120 days written
notice of such termination. The PHA will offer the family the opportunity for continued tenant-based
ass stance under the voucher program.
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Any OFTO tenancy HAP contract entered into prior to the merger date will automatically be
conddered asa tenancy under the VVoucher program. Such tenancies will be subject to the
requirements of the voucher program, including caculation of the Housing Assistance Payment.
However, as sated earlier in this section, premerger HAP caculations will remain gpplicable until the
effective date of the second regular reexamination of family income and compaosition on or after the
merger date.

Notice of Termination

When the PHA terminates the HAP contract under the violation of HQS space standards, the PHA will
provide the owner and family written notice of termination of the contract, and the HAP contract
terminates a the end of the caendar month that follows the calendar month in which the PHA gives such
notice to the owner.
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Chapter 15
DENIAL OR TERMINATION OF ASSISTANCE
[24 CFR 982.552, 982.553]

INTRODUCTION
The PHA may deny or terminate assistance for afamily because of the family's action or failure to act.
The PHA will provide families with awritten description of the Family Obligations under the program,
the grounds under which the PHA can deny or terminate assistance, and the PHA's informa hearing
procedures. This Chapter describes when the PHA isrequired to deny or terminate assistance, and the
PHA's policies for the denid of a new commitment of assstance and the grounds for termination of
ass stance under an outstanding HAP contract.
A. GROUNDS FOR DENIAL/TERMINATION [24 CFR 982.552, 982.553]
If denid or termination is based upon behavior resulting from a disability, the PHA will delay the denid
or termination in order to determineif there is an accommodeation, which would negate the behavior
resulting from the disahility.
Form of Denial/Termination
Denid of assgtance for an gpplicant may include any or dl of the following:

Denid for placement on the PHA waiting list

Denying avoucher or withdrawing a certificate or voucher

Refusing to enter into a HAP contract or approve a tenancy

Refusing to process or provide assistance under portability procedures
Termination of assstance for a participant may include any or dl of the following:

Refusing to enter into a HAP contract or approve a tenancy

Terminating housing ass stance payments under an outstanding HAP contract

Refusing to process or provide assstance under portability procedures
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Mandatory Denial and Termination [24 CFR 982.552(b) (10)(d)]
The PHA must deny assistance to gpplicants, and terminate assistance for participants.

If any member of the family fallsto sgn and submit HUD or PHA required consent forms for
obtaining information.

If no member of the family isaU.S. citizen or digible immigrant. (See Section D)

If the family is under contract and 180 days (or 12 months, depending on the HAP contract
used) have dgpsed since the PHA's last housing assi stance payment was made. (See "Contract
Terminations' chapter.)

The PHA must permanently deny ass stance to applicants, and terminate the assistance of persons
convicted of manufacturing or producing methamphetaminein violation of any Federd or State law.

If any member of the family has been evicted from federaly asssted housing for a serious violation of
the lease, the PHA must deny admission for 2 years after the eviction occurred.

The PHA must terminate program assistance for afamily evicted from housing asssted under the
program for serious violation of the lease.

The PHA must deny admission to the program for an applicant or terminate program assstance for a
participant if any member of the family falls to sgn and submit consent forms for obtaining information in
accordance with Part 5, subparts B and F.

The PHA must deny admission or terminate assistance when required under the regulations to establish
citizenship or digible immigration Satus.

Groundsfor Denial or Termination of Assistance [24 CFR 982.552(c)]

The PHA will deny program assistance for an gpplicant, or terminate program assstance for a
participant, for any of the following reasons:

* Thefamily violates any family obligation under the program as listed in 24 CFR 982.551.

* |f any member of the family commits fraud, bribery or any other corrupt or crimina act in
connection with any federd housing program.

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 144



* The family currently owes rent or other amounts to the PHA or to another PHA in connection
with Section 8 or public housing assistance under the 1937 Act.

* The family has not reimbursed any PHA for amounts paid to an owner under a HAP contract
for rent, damages to the unit, or other amounts owed by the family under the lease.

The family breaches an agreement with a PHA to pay amounts owed to a PHA, or
amounts paid to an owner by aPHA. The PHA a its discretion may offer the family
the opportunity to enter into a repayment agreement. The PHA will prescribe the terms
of the agreement. (See "Repayment Agreements' chapter.)

* Thefamily participating in an FSS program fails to comply, without good cause, with the
family’ s FSS contract of participation.

* |f the family fails to fulfill its obligation under the Section 8 welfare-to-work voucher program.

* The family has engaged in or threatened abusive or violent behavior toward PHA personnel.
* "Abusive or violent behavior towards PHA personnd” includes verbd aswell as
physical abuse or violence. Use of expletives that are generdly consdered insulting,

racid epithets, or other language, written or ord, that is customarily used to insult or
intimidate, may be cause for termination or denid.

* "Thregtening" refersto ora or written threets or physica gestures that communicate an
intent to abuse or commit violence.

Actua physica abuse or violence will dways be cause for termination.

* Any member of the family whose drug or dcohol abuse interferes with the hedlth, safety or
peaceful enjoyment of other project resdents. Crime by Family Member (See One Strike policy
section below.)

* |f any member of the family commits drug-related crimind activity, or violent crimind activity.
(See One-gtrike policy below and 982.553 of the regulations)

Refer to "Eligibility for Admisson” chapter, “ Other Criteriafor Admission” section for further
informetion.

B. "ONE STRIKE" POLICY
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Purpose

All federdly asssted housing isintended to provide aplace to live and raise families, not a place to
commit crime, to use or el drugs or terrorize neighbors. It isthe intention of the Housing Authority of
the City of Charleston to fully endorse and implement apolicy designed to:

Help create and maintain a safe and drug-free community
Keep our program participants free from thregts to their persona and family safety
Support parental effortsto ingtill vaues of persond responsbility and hard work

Help maintain an environment where children can live safdy, learn and grow up to be productive
dtizens

Assg familiesin their vocationd/educationa godsin the pursuit of self-aufficiency
Administration

All screening and termination of assstance procedures shal be administered fairly and in such away as
not to violate rights to privacy or discriminate on the bads of race, color, nationdity, religion, familia
datus, disability, sex or other legaly protected groups.

To the maximum extent possible, the PHA will involve other community and governmenta entities in the
promoation and enforcement of this policy.

This policy will be posted on the PHA’ s bulletin board and copies made reedily available to applicants
and participants upon request.

HUD De€finitions

Drug-related criminal activity istheillegd manufacture, sde, distribution, use or possesson with
intent to manufacture, sdll, digtribute or use a controlled substance. Drug-rdated crimind activity means
on or near the premises.

Violent criminal activity includes any crimina activity that has as one of its e ements the use, attempted
use, or threatened use of physica force againgt aperson or property, and the activity is being engaged in
by any family member.

Standard for Violation
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The PHA will deny participation in the program to applicants and terminate assstance to participantsin
cases where the PHA determines there is reasonable cause to believe that the personisillegaly usng a
controlled substance or if the person abuses acohol in away that may interfere with the health, safety or
right to peaceful enjoyment of the premises by other resdents, including cases where the PHA
determines that there is a pattern of illegal use of a controlled substance or pattern of acohol abuse.

The PHA will consder the use of a controlled substance or dcohol to be a pattern if thereis more than
one incident during the previous 12 months.

“Engaged in or engaging in” violent crimind activity means any act within the past 3 years by applicants
or participants, household members, or guests which involved crimind activity thet has as one of its
elements the use, attempted use, or threatened use of physical force againg the person of another,
which resulted in the arrest and conviction of the applicant or participant, household members, or
guests.

The activity isbeing engaged in by any family member.

The existence of the above-referenced behavior by any household member or guest, regardless of the
goplicant or participant’s knowledge of the behavior, shdl be grounds for denid or termination of
assigtance.

In evaluating evidence of negdtive past behavior, the PHA will give fair consderation to the seriousness
of the activity with respect to how it would affect other resdents, and/or likelihood of favorable conduct
in the future which could be supported by evidence of rehailitation, including review of circumstances
surrounding persons released from incarceration.

Drug Rédated and Violent Criminal Activity

Indigibility if Evicted for Drug-Related Activity: Persons evicted from public housing, Indian Housing,
Section 23 or any Section 8 program because of drug-related crimina activity are indligible for
admission to the Section 8 program for a three-year period beginning on the date of such eviction.
Applicants will be denied assstance if they have been:

Evicted from a unit asssted under the Housing Act of 1937 due to violent crimind activity within
thelast 3 years prior to the date of the certification interview.

Participants will be terminated who have been:
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Evicted from aunit asssted under the Housing Act of 1937 due to drug-related or violent
crimind activity within the last 3 years prior to the date of the notice to terminate assstance, and
whose activities have created a disturbance in the building or neighborhood.

If the family violates the lease for drug-related or violent crimind activity, the PHA will terminate
assistance.

In gppropriate cases, the PHA may permit the family to continue receiving assistance provided that
family members determined to have engaged in the proscribed activities will not resdein the unit. If the
violaing member isaminor, the PHA may consder individua circumstances with the advice of Juvenile
Court officids.

The PHA will waive the requirement regarding drug-related crimind activity if:

* The person demongtrates successful completion of a credible rehabilitation program approved
by the PHA, or

* The circumgtances leading to the eviction no longer exig.
Termination of Assstancefor Participants

If the family violates the lease for drug-related or violent crimind activity, the PHA  will terminate
assistance.

In gppropriate cases, the PHA may permit the family to continue recelving assistance provided that
family members determined to have engaged in the proscribed activities will not resde in the unit. If the
violating member isaminor, the PHA may congder individuad circumstances with the advice of Juvenile
Court officids.

Notice of Termination of Assstance

In any case where the PHA decides to terminate assstance to the family, the PHA mugt give the family
written notice which states:

The reason(s) for the proposed termination,
The effective date of the proposed termination,

The family'sright, if they disagree, to request an Informa Hearing to be held before termination
of assigtance.
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The date by which arequest for an informa hearing must be received by the PHA.

The PHA will smultaneoudy provide written notice of the contract termination to the owner so that it
will coincide with the Termination of Assstance. The Notice to the owner will not include any details
regarding the reason for termination of assstance.

Required Evidence

Preponderance of evidence is defined as evidence which is of greater weight or more convincing than
the evidence which is offered in opposition to it; that is, evidence which as a whole shows that the fact
sought to be proved is more probable than not. The intent is not to prove crimind ligbility, but to
establish that the act(s) occurred. Preponderance of evidence may not be determined by the number of
witnesses, but by the greater weight of al evidence.

Credible evidence may be obtained from police and/or court records. Testimony from neighbors, when
combined with other factual evidence can be considered credible evidence. Other credible evidence
includes documentation of drug raids or arrest warrants.

The PHA will pursue fact-finding efforts as needed to obtain credible evidence.
Confidentiality of Criminal Records

The PHA will ensure that any crimind record received is maintained confidentiadly, not misused or
improperly disseminated, and destroyed once the purpose for which it was requested is accomplished.

All crimind reports, while needed, will be housed in alocked file with access limited to individuas
regponsible for screening and determining igibility for initia and continued assistance.

Misuse of the above information by any employee will be grounds for termination of employment. Legd
pendties for misuses are contained in [cite State code].

If the family is determined digible for initid or continued assstance, the crimind report shdl be shredded
as soon as the information is no longer needed for digibility or continued ass stance determination.

If the family’s assstance is denied or terminated, the criminal record information shal be shredded
immediately upon completion of the review or hearing procedures and afind decision has been made.

The PHA will document in the family’ s file the circumstances of the crimind report and the dete the
report was destroyed.
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C. FAMILY OBLIGATIONS[24 CFR 982.551]

The family must supply any information that the PHA or HUD determinesis necessary in the
adminigration of the program, including submission of required evidence of citizenship or eigible
immigration status (as provided by 24 CFR 982.551). "Information” includes any requested
certification, release or other documentation.

The family must supply any informetion requested by the PHA or HUD for usein aregularly scheduled
reexamination or interim reexamination of family income and composition in accordance with HUD
requirements.

The family must disclose and verify Socia Security Numbers (as provided by 24 CFR 5.216) and must
sgn and submit consent forms for obtaining information in accordance with 24 CFR 5.230.

All information supplied by the family must be true and complete.

The family is responsble for an HQS breach caused by the family as described in 982.404(b).
The family must dlow the PHA to ingpect the unit a reasonable times and after reasonable notice.
The family may not commit any serious or repested violations of the lease.

The family must notify the owner and, at the same time, notify the PHA before the family moves out of
the unit or terminates the lease upon notice to the owner.

The family must promptly give the PHA a copy of any owner eviction notice,

The family must use the asssted unit for resdence by the family. The unit must be the family's only
residence.

The composgition of the asssted family resding in the unit must be approved by the PHA. The family
must promptly inform the PHA of the birth, adoption or court-awarded custody of a child. The family
must request PHA gpproval to add any other family member as an occupant of the unit.

The family must promptly notify the PHA if any family member no longer resides in the unit.
If the PHA has given gpprovd, afogter child or alive-in aide may resdein the unit. If the family does

not request gpproval or PHA approva is denied, the family may not alow afogter child or live-in aide
to resde with the asssted family.
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Members of the household may engagein legd profit-making activities in the unit, but only if such
activities are incidentd to primary use of the unit as a resdence by members of the family.

The family must not sublease or |et the unit.
The family must not assign the lease or trandfer the unit.

The family must supply any informetion or certification requested by the PHA to verify that the family is
living in the unit, or relating to family absence from the unit, including any PHA-requested informeation or
certification on the purposes of family abosences. The family must cooperate with the PHA for this
purpose. The family must promptly notify the PHA of absence from the unit.

The family must not own or have any interest in the unit.

The members of the family must not commit fraud, bribery or any other corrupt or crimina act in
connection with the programs.

The members of the family may not engage in drug-rdated crimind activity or violent crimind activity.
(See PHA one dtrike palicy).

An assgted family, or members of the family, may not receive Section 8 tenant-based assistance while
receiving another housing subsdy, for the same unit or for a different unit, under any duplicative (as
determined by HUD or in accordance with HUD requirements) federa, State or local housing
assstance program.

Housing Authority Discretion [24 CFR 982.552(c)]

In deciding whether to deny or terminate assistance because of action or failure to act by members of
the family, the PHA has discretion to consder dl of the circumstancesin each case, including the
seriousness of the case. The PHA will use its discretion in reviewing the extent of participation or
culpability of individua family members and the length of time since the violation occurred. The PHA
may aso review the family’s more recent history and record of compliance, and the effects that denid or
termination of assstance may have on other family members who were not involved in the action or
falureto act.

The PHA may impose, as a condition of continued assistance for other family members, arequirement
that family members who participated in, or were culpable for the action or fallure to act, will not resde
in the unit. The PHA may permit the other members of afamily to continue in the program.

Enforcing Family Obligations
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Explanationsand Terms

Theterm "Promptly” when used with the Family Obligations aways means "within 10 days™ Denid or
termination of assstance is dways optiond except where this Plan or the regulations state otherwise.

HQS Breach

The inspector will determine if an HQS breach asidentified in 24 CFR 982.404 (b) is the respongbility
of the family. Families may be given extensons to cure HQS breaches by [titles].

Lease Violations

The following criteriawill be used to decide if a serious or repeeted violation of the lease will result in
termination of assstance:

* |If the owner terminates tenancy through court action for serious or repeated violation of the
lease.

Notification of Eviction

If the family requests ass stance to move and they did not notify the PHA of an eviction within 30 days
of recaiving the Notice of Lease Termination, the move will be denied.

Proposed Additionsto the Family
The PHA will deny afamily's request to add additiond family members who are:
* Persons who have been evicted from public housing.

* Persons who have previoudy violated afamily obligation listed in 24CFR 982.51 of the HUD
regulations.

* Persons who have been part of afamily whose ass stance has been terminated under the
Certificate or Voucher program.

* Persons who commit drug-rdated crimind activity or violent crimina activity.

* Persons who do not meet the PHA's definition of family.
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* Persons who commit fraud, bribery or any other corrupt or crimina act in connection with any
federa housing program.

* Persons who currently owe rent or other amountsto the PHA or to another PHA in
connection with Section 8 or public housing assi stance under the 1937 Act.

* Persons who have engaged in or threatened abusive or violent behavior toward PHA
personnel.

Family Member Moves Out

Families are required to notify the PHA if any family member leaves the asssted household. When the
family natifies the PHA, they mug furnish the following information:

* The date the family member moved out.

* The new address, if known, of the family member.

* A gatement as to whether the family member istemporarily or permanently absent.
Limitation on Profit-making Activity in Unit

If the business activity arearesultsin the inability of the family to use any of the criticd living areas, such
as abedroom utilized for abusinesswhich is not available for degping, it will be congdered a violation.

If the PHA determines that the use of the unit as abusinessis not incidenta to its use as a dwelling unit,
it will be consdered a program violation.

If the PHA determines the businessis not legd, it will be consdered a program violation.
Interest in Unit

The owner may not reside in the asssted unit regardless of whether (s)he is amember of the asssted
family, unless the family owns the mobile home and rents the pad under the Certificate Program.

Fraud

In each case, the PHA will consider which family members were involved, the circumstances, and any
hardship that might be caused to innocent members.
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In the event of fase citizenship dlams. (See section below)
D. PROCEDURES FOR NON-CITIZENS[24 CFR 5.514, 5.516, 5.518]
Denial or Termination dueto Indigible Immigrant Status

Applicant or participant families in which al members are néther U.S. citizens nor digible immigrants
are not digible for assstance and must have their assstance terminated. The PHA mugt offer the family
an opportunity for a hearing. (See'Eligibility for Admisson” chepter, section on Citizenship/Eligible
Immigration Status.)

Assgtance may not be terminated while verification of the participant family's digible immigration satus
is pending.

False or Incomplete Information

When the PHA has clear, concrete, or substantial documentation (such as a permanent resident card or
information from another agency) that contradicts the declaration of citizenship made by an applicant or
participant, an investigation will be conducted and the individua will be given an opportunity to present
relevant information.

If the individud is unable to verify their ctizenship, the PHA [will/will not] give himvher an opportunity to
provide a new declaration as an eigible immigrant or an opportunity to eect not to contend their Satus.

The PHA will then verify digible Satus, deny, terminate, or prorate as gpplicable.

The PHA will deny or terminate ass stance based on the submisson of false information or
misrepresentation.

Procedurefor Denial or Termination

If the family (or any member) clamed digible immigrant status and the INS primary and secondary
verifications faled to document the status, the family may make an apped to the INS and request a
hearing with the PHA either after the INS apped or in lieu of the INS appedl.

After the PHA has made a determination of indligibility, the family will be notified of the determination
and the reasons and informed of the option for prorated assistance (if applicable).

E. ZERO ($0) ASSISTANCE TENANCIES
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HAP Contracts Prior to 10/2/95

For contracts which were effective prior to 10/2/95, the PHA isliable for unpaid rent and dameges if
the family vacates during the dlowable 12 months &fter the last HAP payment. The PHA must perform
al of the functions normdly required, such as reexaminations and inspections.

The participant will be natified of the right to remain on the program at $0 assistance for 12 months. If
the family is dill in the unit after 12 months, the assstance will be terminated.

In order for afamily to move to another unit during the 12 month, the rent for the new unit would have
to be high enough to necessitate a housing ass stance paymen.

HAP Contracts On or After 10/2/95[24 CFR 982.455 (a)]

For contracts effective on or after 10/2/95, the PHA has no liability for unpaid rent or damages, and the
family may remain in the unit a $0 assstance for up to 180 days after the last HAP payment. If the
family is il in the unit after 180 days, the assstance will be terminated. If, within the 180 day
timeframe, an owner rent increase or a decrease in the Total Tenant Payment causes the family to be
eigible for a housng assstance payment, the PHA will resume assistance payments for the family.

In order for afamily to move to another unit during the 180 days, the rent for the new unit would have
to be high enough to necessitate a housing ass stance paymen.

F.  OPTION NOT TO TERMINATE FOR MISREPRESENTATION [24 CFR 982551,
982.552(C)]

If the family has misrepresented any facts that caused the PHA to overpay assistance, the PHA may
choose not to terminate and may offer to continue ass stance provided that the family executes a
Repayment Agreement and makes payments in accordance with the agreement or reimburses the PHA
in full within 30 cdendar days.

G.  MISREPRESENTATION IN COLLUSION WITH OWNER [24 CFR 982551,
982.552 (C)]

If the family intentiondly, willingly, and knowingly commits fraud or isinvolved in any other illegd
scheme with the owner, the PHA will deny or terminate assistance.

In making this determination, the PHA will carefully consder the possibility of overt or implied
intimidation of the family by the owner and the family's understanding of the events.
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H. MISSED APPOINTMENTSAND DEADLINES[24 CFR 982.551, 982.552 ()]

It isaFamily Obligation to supply information, documentation, and certification as needed for the PHA
to fulfill its responghilities. The PHA schedules gppointments and sets deadlines in order to obtain the
required information. The Obligations aso require that the family dlow the PHA to ingpect the unit, and
appointments are made for this purpose.

An applicant or participant who fails to keep an appointment, or to supply information required by a
deadline without notifying the PHA, may be sent aNotice of Denid or Termination of Assstance for
failure to provide required information, or for failure to alow the PHA to ingpect the unit.

The family will be given information about the requirement to keegp appointments and the number of
times gppointments will be rescheduled, as specified in this Plan.

Appointments will be scheduled and time requirements will be impaosed for the following events and
circumstances.

Bligibility for Admissons
Verification Procedures
Voucher Issuance and Brigfings
Housing Qudity Standards and Inspections
Recertifications
Appeds
Acceptable reasons for missing appointments or failing to provide information by deadlines are;
* Medica emergency
* Incarceration
* Family emergency

Procedure when Appointmentsare Missed or Information not Provided
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For mogt purposes in this Plan, the family will be given 2 opportunities before being issued a notice of
termination or denid for breach of afamily obligation.

After issuance of the termination notice, if the family offersto correct the breach within the time alowed
to request a hearing:

The notice will be rescinded if the family offers to cure and the family does not have a history of
non-compliance.

Section 8 Administrative Plan

Housing Authority of the City of Charleston
Page 157



Chapter 16
OWNER DISAPPROVAL AND RESTRICTION
[24 CFR 982.54, 982.306, 982.453]
INTRODUCTION

It isthe policy of the PHA to recruit owners to participate in the VVoucher program. The PHA will
provide owners with prompt and professond service in order to maintain an adequate supply of
available housng throughout the jurisdiction of the PHA. The regulations define when the PHA must
disdlow an owner participation in the program, and they provide the PHA discretion to disapprove or
otherwise redtrict the participation of ownersin certain categories. This Chapter describes the criteria
for owner disgpprova, and the various pendties for owner violations.

A.  DISAPPROVAL OF OWNER [24 CFR 982.306, 982.54(d)(8)]

The owner does not have aright to participate in the program. For purposes of this section, "owner"
includes aprincipa or other interested party.

The PHA will disgpprove the owner for the following reasons:

HUD hasinformed the PHA that the owner has been disbarred, suspended, or subject to alimited
denia of participation under 24 CFR part 24.

HUD hasinformed the PHA that the federd government has ingtituted an administrative or judicid
action againgt the owner for violation of the Fair Housing Act or other federa equa opportunity
requirements and such action is pending.

HUD has informed the PHA that a court or adminigtrative agency has determined that the has owner
violated the Fair Housing Act or other federa equal opportunity requirements.

Unless their lease was effective prior to June 17, 1998, the owner may not be a parent, child,
grandparent, grandchild, sister or brother of any family member. The PHA will waive thisredtriction asa
reasonable accommodetion for afamily member who is a person with a disability.

In cases where the owner and tenant bear the same last name, the PHA may, at its discretion, require
thefamily and or owner to certify whether they are related to each other in any way.
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The owner has violated obligations under a housing assi stance payments contract under Section 8 of the
1937 Act (42 U.S.C. 1437f).

The owner has committed fraud, bribery or any other corrupt act in connection with any federal housing
program.

The owner has engaged in drug-rdaed crimind activity or any violent crimind activity.

The owner has ahitory or practice of non-compliance with the HQS for units leased under the tenant-
based programs or with applicable housing standards for units leased with project-based Section 8
assistance or leased under any other federa housing program.

The owner has ahistory or practice of renting unitsthat fail to meet State or loca housing codes.

The owner has ahistory or practice of failing to terminate tenancy of tenants of units asssted under

Section 8 or any other federdly assisted housing program for activity by the tenant, any member of the

household, aguest or another person under the control of any member of the household that:
Threatens the right to peaceful enjoyment of the premises by other residents;

Threatens the hedlth or safety of other residents, of employees of the PHA, or of owner employees
or other persons engaged in management of the housing.

Threatens the hedlth or safety of, or the right to peaceful enjoyment of their residences, by persons
residing in the immediate vicinity of the premises; or

Isdrug-relaed crimind activity or violent crimind activity;

The owner has failed to comply with regulations, the mortgage or note, or the regulatory agreement
for projects with mortgages insured by HUD or |oans made by HUD.

B. OWNER RESTRICTIONSAND PENALTIES[ 24 CFR 982.453]
If an owner has committed fraud or abuse or is guilty of frequent or serious contract violations, the PHA
will restrict the owner from future participation in the program for a period of time commensurate with

the seriousness of the offense. The PHA may dso terminate some or al contracts with the owner.

Before imposing any pendty against an owner the PHA will review dl relevant factors pertaining to the
case, and will consder such factors as the owner's record of compliance and the number of violations.
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See Program Integrity Addendum for guidance as to how owner fraud will be handled.
C. CHANGE IN OWNERSHIP
A change in ownership does require execution of anew contract and lease.

The PHA will process a change of ownership only upon the written request of the new owner and only
if accompanied by a copy of the escrow statement or other document showing the transfer of title,
recorded deed and the Employee Identification Number or Socia Security number of the new owner.

The PHA must receive awritten request by the old owner in order to change the HAP payee and/or the
address to which payment isto be sent.

If the new owner does not want an assgnment of the contract, the PHA will terminate the HAP contract
with the old owner, since they are no longer the owner. The new owner may offer the family anew
assigted lease. The family may elect to enter into the new lease or move to another unit.
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Chapter 17

CLAIMS, MOVE-OUT AND CLOSE-OUT INSPECTIONS
(For HAP Contracts Effective Before October 2, 1995)

INTRODUCTION

This Chapter describes the PHA's policies, procedures and standards for servicing HAP Contracts
which were effective before October 2, 1995. Certificate and V oucher contractsin this category have
provisons for the PHA's ligbility to owners when families move out. Vouchers and Certificates have a
provison for damages, and Certificates, in addition, have a provison for vacancy loss.

A. OWNER CLAIMS

Under HAP Contracts effective prior to October 2, 1995, owners may make "special clams' for
damages, unpaid rent, and vacancy loss (vacancy loss cannot be clamed in the VVoucher Program) after
the tenant has vacated the unit.

Owner clams for payment for unpaid rent, damages, or vacancy losswill be reviewed for accuracy and
completeness and compared with records in the file. The PHA establishes stlandards by which to
evauate clams, but the burden of proof rests with the owner.

If vacancy lossis clamed, the PHA will ascertain whether or not the family gave proper notice of its
intent to move. The file will dso be reviewed to verify owner compliance at the time the contract was
terminated.

The PHA will pay properly filed clamsto the owner as a function of the contract, but the tenant is
ultimately responsible to remburse the PHA for clams paid to the owner.

B. UNPAID RENT

Unpaid rent only applies to the tenant's portion of rent while the tenant isin resdence under the asssted
lease. It does not include the tenant's obligation for rent beyond the termination date of the HAP
Contract.

Separate agreements are not considered a tenant obligation under the lease and the PHA will not
reimburse the owner for any clams under these agreements.

C. DAMAGES
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The owner must be present during the move-out ingpection and only damages claimed by the owner are
reimbursable.

All cdlams for damages must be supported by the actud bills or estimates for materids and |abor and a
copy of the canceled checks or other receipts documenting payment.

Invoices or bills from individuals providing labor mugt include their name, address and telephone
number.

The landiord may not bill him/hersdf for labor since that is not considered by the PHA to be an “actud
cost.” However, the actua cost of the owner’s employees' labor, such as the resident manager, to
make repairs may be included.

D. VACANCY LOSSIN THE CERTIFICATE PROGRAM

Vacancy Lossis gpplicable to the Certificate Program only. Vacancy lossis paid if the movewasin
violation of the notice requirementsin the lease, or the result of an eviction.

In order to claim vacancy loss, the unit must be available for lease and the landlord must:

Notify the PHA within 48 hours or 2 calendar days upon learning of the vacancy, or
prospective vacancy, and

Pursue dl possible activities to fill the vacancy, including, but not limited to:
Contacting gpplicants on the owner'swaiting lig, if any;
Seeking digible gpplicants by ligting the unit with the PHA,
Advertising the availability of the unit, and
Not reecting potentialy eigible applicants except for good cause.

In the event that a unit becomes vacant because of the degth of the tenant, the PHA will permit the
owner to keep the HAP for the month in which the tenant died.

If the tenant moves after the date given on their notice of intent to vacate, the landlord may clam
vacancy |oss by providing acceptable documentation that there was a bona fide prospective tenant to
whom the unit could have been rented.
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To ensure vaid daim processing, the PHA will conduct a thorough move-in inspection noting
"conditions' aswell as HQS deficiencies, take pictures of questionable items, and send a report of dl
items to the owner and tenant.

The owner must be present during the move-out ingpection and only damages claimed by the owner are
reimbursable.

All damsfor damages must be supported by the actud bills for materids and labor and a copy of the
canceled checks or other receipts documenting payment. Estimates are not acceptable.

Bills from individuds providing labor must include their name, Socid Security Number, address and
phone number. The landlord may not bill himsdlf/hersdf for Iabor since that is not considered by the
PHA to be an "actua cost." However, the actua cost of the owner's employees labor, such asthe
resident manager, to make repairs may be included.

Persons making repairs or replacements must be licensed to do businessin the PHA's jurisdiction.
Reasonableness of costs will be based on the Means/Home Tech Cost Estimating Guide/other.
Reimbursement for replacement of items such as carpets, drapes, or appliances, are based on
depreciation schedulesin generd use by this PHAS.

The PHA may require verification of purchase date, quality, and price of replaced itemsin order to
caculate depreciation.

Damages which were caused during tenancy, were repaired and billed, but remain unpaid at move-out,
can be consdered "other items due under the lease” and included in the claim.

Eligible items to be included on the damage clam must have been a tenant respongbility under the lease
or State law.

Clamsfor unpaid utility bills cannot be approved as part of aclam.

Claimsfor norma wear and tear, previoudy exigting conditions, routine turnover preparation, cleaning
and cyclica interior painting are not paid.

The PHA will ingpect the unit to verify that repairs were made.

E. MOVE-OUT AND CLOSE-OUT INSPECTIONS
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Move-out inspections are performed after the tenant has vacated the unit. These ingpections are
performed to assess the condition of the unit, not to evaluate the HQS. Vacate inspections will be
conducted by a Section 8 Specidist.

There will be no move-out inspections of units with contracts effective on or after October 2, 1995.

The PHA'sinitid inspection of the unit will include a™conditions' report which will be compared to the
conditions found during the move-out inspection.

The owner mugt notify the PHA of the move-out and request an ingpection within 48 hours of learning
of the move-out in order to submit a claim for damages.

If the contract was terminated due to owner breach, or the owner wasin violation of the contract at the
time that it was terminated, there will be no entitlement to claims and therefore no ingpection.

The owner and tenant will be notified of the date and time of the ingpection. * If the owner is not
present, the move-out ingpection will not be rescheduled.

The PHA will conduct a move-out ingpection on tenant's request if the owner does not aso request an
ingoection.

A damage clam will not be gpproved unless the move-out inspection is requested and completed prior
to any work being done.

In the event that the PHA is unable to ingpect within 5 days, the owner will be permitted to use date-
stamped photographs to substantiate the clam.

F. PROCESSING CLAIMS

Any amount owed by the tenant to the owner for unpaid rent or damages will first be deducted from the
maximum security deposit which the owner could have collected under the program rules. If the
maximum alowable security deposit isinsufficient to remburse the owner for the unpaid tenant rent or
other amounts which the family owes under the lease, the owner may request reimbursement from the
PHA up to the limits for each program.

If the owner claims vacancy loss, the security deposit that S'he collected or could have collected will be
deducted from the vacancy loss claim.

The PHA reviews clamsfor unpaid rent, damages, or vacancy loss and makes aprdiminary
determination of amount payable. The family isinformed that aclam is pending (notice sent to last
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known address). The natification will sate the preliminarily determined amount, the type of claim, and
describe the procedure for contesting the claim.

The PHA will offer the family 10 days to contest the clam. If the family disputes the dlam, the PHA will
schedule an informal meeting with the owner and tenant in order to resolve the differences.

* |f the owner failsto attend the meeting, the PHA will consder this primafacie evidence of
vaidity of the tenant's position.

* |f the tenant falls to attend the meeting, the PHA will proceed with its origina determination.
* Meetingswill not be rescheduled if neither party attends.
* Meetingswill not be rescheduled if either party fails to attend.

The PHA will schedule a Claim Review. If the family misses the Clam Review, ancther will not be
scheduled unless there are extenuating circumstances.

* At the Clam Review, the amount and type of claim will be discussed with the family. If the
family agrees with the amount and type of clam, the family will be offered a Repayment
Agreement. If the family does not agree to Sgn a Payment Agreement, the PHA will processthe
account for collection.

* |f the family demondrates that the cdlam, or parts of it, isinvaid, the PHA will adjust the
amount. The PHA may offer the tenant an opportunity for an Informa Hearing regarding the
clam if digoutes cannot be resolved.

After adetermination has been made, the PHA will notify the family in writing of the decison. If it has
been determined that the family owes money, the PHA will pursue collection to repay ether in alump
sum or through a payment agreement. The notice will warn the family that their assstance may be
terminated and they may be denied future participation in the program if they do not reimburse the PHA
as required.

Other Requirementsfor Claims Processing

The PHA will require proof that the owner has complied with State and loca laws applicable to security
deposits before making payment on any clam.

All notices to tenants during the processing of aclam must include proof of mailing or of persond
delivery.
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No damswill be paid for aunit which is vacant as the result of the landlord voluntarily moving afamily
to another unit owned by the same landlord.

All unpaid rent, damage, and vacancy loss clam forms must be fully complete when they are submitted,
and they must be submitted within 60 days of the date the owner learned of the move-out.

Section 8 Administrative Plan
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Chapter 18
OWNER OR FAMILY DEBTSTO THE PHA
[24 CFR 982.552]
INTRODUCTION
This Chapter describes the PHA's policies for the recovery of monies which have been overpaid for
families, and to owners. It describes the methods that will be utilized for collection of monies and the
guidelines for different types of debts. It isthe PHA's policy to meet the informationa needs of owners
and families, and to communicate the program rulesin order to avoid owner and family debts. Before a
debt is assessed againgt afamily or owner, the file must contain documentation to support the PHA's
clam that the debt is owed. The file must further contain written documentation of the method of
cdculaion, in aclear format for review by the owner, the family or other interested parties.

When families or owners owe money to the PHA, the PHA will make every effort to collect it. The
PHA will use avariety of collection toolsto recover debts including, but not limited to:

* Requests for lump sum payments
* Civil quits
* Payment agreements
* Abatements
* Reductionsin HAP to owner
* Collection agencies
* Credit bureaus
* |ncome tax set-off programs
A.  PAYMENT AGREEMENT FOR FAMILIES[24 CFR 982.552 (b)(6-8)]

A Payment Agreement as used in this Plan is a document entered into between the PHA and a person
who owes adebt to the PHA. It is Smilar to a promissory note, but contains more details regarding the
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nature of the debt, the terms of payment, any specid provisons of the agreement, and the remedies
available to the PHA upon default of the agreement.

The PHA will prescribe the terms of the payment agreement, including determining whether to enter into
a payment agreement with the family based on the circumstances surrounding the debt to the PHA.

There are some circumstances in which the PHA will not enter into a payment agreement. They are:
* |f the family dready has a Payment Agreement in place.
* |f the PHA determines that the family committed program fraud.

* |f the PHA determinesthat the debt amount is larger than can be paid back by the family
within 12 months.

The maximum amount for which the PHA will enter into a payment agreement with afamily is $600.00.
The maximum length of time the PHA will enter into a payment agreement with afamily is 12 months.
The minimum monthly amount of monthly payment for any payment agreement is $50.00.

B. DEBTSOWED FOR CLAIMS[24 CFR 792.103, 982.552 (b)(6-8)]

If afamily owes money to the PHA for claims paid to an owner:

*The PHA will review the circumstances resulting in the overpayment and decide whether the
family must pay the full amount.

* The PHA will enter into a Payment Agreement.
L ate Payments
A payment will be consdered to be in arrearsif:

* The payment is not received by the close of the business day 5 working days after the due
date.

If the family's payment agreement isin arrears, and the family has not contacted or made arrangements
with the PHA, the PHA will:
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* Terminate the housing assstance, but will grant an extenson of 10 days

If the family requests a move to another unit and has a payment agreement in place for the payment of
an owner clam, and the payment agreement isnot in arrears.

* The family will be permitted to move.

If the family requests amove to another unit and isin arrears on a payment agreement for the payment
of an owner dam:

* |f the family pays the past due amount, they will be permitted to move.

C. DEBTSDUE TO MISREPRESENTATIONSNON-REPORTING OF
INFORMATION [24 CFR 982.163]

HUD's definition of program fraud and abuseisasingle act or pattern of actions that:
Condtitutes fal se statement, omission, or concealment of a substantive fact, made with intent to
decelve or midead, and that results in payment of Section 8 program funds in violation of
Section 8 program requirements.

Family Error/Late Reporting

Families who owe money to the PHA due to the family's fallure to report increases in income will be
required to repay in accordance with the guidelines in the Payment Agreement Section of this Chapter.

Program Fraud

Families who owe money to the PHA due to program fraud will be required to repay in accordance
with the guiddines in the Payment Agreement Section of this Chapter.

Families who owe money to the PHA due to program fraud will be required to pay in accordance with
the payment procedures for program fraud, below.

Families who owe money to the PHA due to program fraud will be required to pay the amount in full
within [specify number] days. If the full amount is paid within thistime period, and the family is il
eigible, the PHA [will/may] continue assstance to the family.
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If afamily owes an amount which equals or exceeds $1,500.00 as aresult of program fraud, the case
will be referred to the Inspector Generd. Where appropriate, the PHA will refer the case for crimina
prosecution.

Payment Proceduresfor Program Fraud

Families who commit program fraud will be subject to the following procedures:
The duration of the agreement will not exceed the duration of the violation.

The maximum time period for a Payment Agreement will be 12 months.

The family will be required to pre-pay down to $600.00 of the amount owed prior to or upon execution
of the Payment Agreemen.

The minimum monthly payment will be $50.00.
D. DEBTSDUE TO MINIMUM RENT TEMPORARY HARDSHIP

If the family owes the PHA money for rent arrears incurred during the minimum rent period, the PHA
will calculate the total amount owed and divide it by up to 12 months to arrive at a reasonable payback
amount that the family will be required to pay to the PHA monthly in addition to the family’ s regular
monthly rent payment to the owner. The family will be required to pay the increased amount until the
arearsare pad in full to the PHA.

Minimum rent arrears that are less than $100.00 will be required to be paid in full the first month
following the end of the minimum rent period.

The minimum monthly amount for a repayment agreement incurred for minimum rent arrears is $25.00.

The PHA will not enter into a repayment agreement that will take more than 12 months to pay off.

If the family goes into default on the repayment agreement for back rent incurred during a minimum rent
period, the PHA will reevduate the family’ s financid Stuation and determine whether the family hasthe
ability to pay the increased rent amount and if not, restructure the existing repayment agreement.

E. GUIDELINESFOR PAYMENT AGREEMENTS[24 CFR 982.552(b)(8)]

Payment Agreements will be executed between the PHA and the head of household, co-head, and
Spouse].

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 170



The Repayment Agreement must be executed by the Executive Director or their designee.
Payments may only be made by money order or cashier’s check.
The agreement will be in default when a payment is delinquent by the 5 working days of the month.

The family’s assstance will be terminated unless the PHA receives the balance of the Repayment
Agreement in full within 15 business days of the termination notice.

A Payment Agreement will be considered to be in default when it isin arrears for 30 days.

Monthly payments may be decreased in cases of family hardship and if requested with reasonable notice
from the family, verification of the hardship, and the gpprova of the Executive Director of his desgnee.

No move will be gpproved until the debt is paid in full unless the moveisthe result of the following
causes, and the Payment Agreement is current:

* Family sze exceeds the HQS maximum occupancy standards
* The HAP contract is terminated due to owner non-compliance or opt-out
* A natural disaster

Additiona Monies Owed: If the family aready has a Payment Agreement in place and incurs an
additional debt to the PHA:

* The PHA will not enter into more than one Payment Agreement with the family.
F. OWNER DEBTSTO THE PHA [24 CFR 982.453(b)]
If the PHA determinesthat the owner has retained Housing Assistance or Claim Payments the owner is
not entitled to, the PHA may reclaim the amounts from future Housing Assistance or Claim Payments

owed the owner for any units under contract.

If future Housing Assstance or Claim Payments are insufficient to reclaim the amounts owed, the PHA
will implement one of the following:

* Require the owner to pay the amount in full within 30 days.

* Enter into a Payment Agreement with the owner for the amount owed.
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* Pursue collections through the local court system.
* Redtrict the owner from future participation.
G. WRITING OFF DEBTS
Debts will be written off if:
* The debtor's whereabouts are unknown and the debt is more than one year old.
* A determination is made that the debtor is judgment proof.
* The debtor is deceased.
* The debtor is confined to an inditution indefinitely or for more than 3 years.

* The amount is less than $300.00 and the debtor cannot be located.
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Chapter 19

COMPLAINTSAND APPEALS
INTRODUCTION
Theinforma hearing requirements defined in HUD regulation are gpplicable to participating families who
disagree with an action, decison, or inaction of the PHA. This Chapter describes the policies,
procedures and standards to be used when families disagree with a PHA decision. The procedures and
requirements are explained for preference denia meetings, informa reviews and hearings. It isthe policy
of the PHA to ensure that al families have the benefit of al protections due to them under the law.
A. COMPLAINTSTO THE PHA
The PHA will respond promptly to complaints from families, owners, employees, and members of the
public. All complaints will be documented. The PHA may require that complaints other than HQS
violations be put in writing. HQS complaints may be reported by telephone.
The PHA hearing procedures will be provided to families in the briefing packet.
Categories of Complaints

Complaints from families: If afamily disagrees with an action or inaction of the PHA or owner.

* Complaints from familieswill be referred to the Section 8 Coordinator. * If acomplaint is not
resolved, it will be referred to the Assistant Executive Director.

Complaints from owners: If an owner disagrees with an action or inaction of the PHA or afamily.
* Complaints from owners will be referred to the Executive Director on his’her designee.

Complaints from gteff: If astaff person reports an owner or family ether violating or not complying with
program rules, the complaint will be referred to the Section 8 Coordinator.

Complaints from the generd public: Complaints or referrals from personsin the community in regard to
the PHA, afamily or an owner.

* Complaints from the genera public will be referred to the Assistant Executive Director.  *If a
complaint is not resolved, it will be referred to the Executive Director.
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B. PREFERENCE DENIALS[24 CFR 5.415]
When the PHA denies a preference to an applicant, the family will be notified in writing of the specific
reason for the denia and offered the opportunity for a meeting with PHA staff to discuss the reasons for
the denid and to dispute the PHA's decision.
The person who conducts the meeting will be:

* The Admissons Supervisor or their designee.

* Any officer or employee of the PHA including the person who made the decision.

* An employee of the PHA who is at or above the level of Mid-Level Management.

C.  INFORMAL REVIEW PROCEDURES FOR APPLICANTS[24 CFR 982.54(d)(12),
982.554]

Reviews are provided for gpplicants who are denied ass stance before the effective date of the HAP
Contract. The exception is that when an gpplicant is denied assistance for citizenship or digible
immigrant satus, the applicant is entitled to an informa hearing.

When the PHA determines that an applicant isindigible for the program, the family must be notified of
their indigibility in writing. The notice must contain:

The reason(s) they are indigible,
The procedure for requesting areview if the gpplicant does not agree with the decision and
Thetime limit for requesting areview.

The PHA must provide gpplicants with the opportunity for an Informa Review of decisons denying:
Liging on the PHA's waiting list
| ssuance of a'VVoucher
Participation in the program

Informa Reviews are not required for established policies and procedures and PHA determinations
such as
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Discretionary adminigtrative determinations by the PHA

Generd policy issues or class grievances

A determination of the family unit Sze under the PHA subsidy standards

Refusa to extend or suspend a Vv oucher

A PHA determination not to grant approva of the tenancy

Determination that unit is not in compliance with HQS

Determination that unit is not in accordance with HQS due to family size or composition
Procedurefor Review
A request for an Informa Review must be received in writing or by telephone by the close of the
business day, no later than 10 days from the date of the PHA's natification of denid of assstance. The

informal review will be scheduled within 5 days from the date the request is recelved.

The Informa Review may not be conducted by the person who made or approved the decison under
review, nor a subordinate of such person.

The Review may be conducted by:
* A daff person who is gpproved by the Board of Commissioners.
The applicant will be given the option of presenting ord or written objections to the decision.
Both the PHA and the family may present evidence and witnesses. The family may use an
attorney or other representative to assst them at their own expense.
* The review may be conducted by mail and/or telephone if acceptable to both parties.
A Notice of the Review findings will be provided in writing to the goplicant within 5 days after
the review. It shal include the decision of the review officer, and an explanation of the reasons

for the decison.

All requests for areview, supporting documentation, and a copy of the find decison will be
retained in the family'sfile,
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D. INFORMAL HEARING PROCEDURES [24 CFR 982.555(a-f), 982.54(d)(13)]
When the PHA makes a decison regarding the eigibility and/or the amount of ass stance, gpplicants and
participants must be notified in writing. The PHA will give the family prompt notice of such
determinations which will include:

The proposed action or decison of the PHA,;

The date the proposed action or decison will take place;

The family's right to an explanation of the basis for the PHA's decison.

The procedures for requesting a hearing if the family disputes the action or decision;

Thetime limit for requegting the hearing.

To whom the hearing request should be addressed

A copy of the PHA's Hearing Procedures

The PHA must provide participants with the opportunity for an Informal Hearing for decisons related to
any of thefollowing PHA determinations:

Determination of the family's annud or adjusted income and the computation of the housing
assistance payment

Appropriate utility allowance used from schedule
Family unit Sze determination under PHA subsdy standards

Determination that premerger Certificate program family is underoccupied in their current unit
and arequest for exception is denied

Determination to terminate ass stance for any reason.

Determination to terminate afamily's FSS Contract, withhold supportive services, or propose
forfeiture of the family's escrow account.

Determination to pay an owner claim for damages, unpaid rent or vacancy loss.

Housing Authority of the City of Charleston Section 8 Administrative Plan
Page 176



The PHA must dways provided the opportunity for an informa hearing before termination of assistance.

Informal Hearings are not required for established policies and procedures and PHA determinations
such as.

Discretionary adminigtrative determinations by the PHA

Generd policy issues or class grievances

Establishment of the PHA schedule of utility alowances for families in the program
A PHA determination not to approve an extenson or sugpension of avoucher term
A PHA determination not to approve a unit or lease

A PHA determination that an assisted unit is not in compliance with HQS (PHA must provide
hearing for family breach of HQS because that is afamily obligation determination)

A PHA determination that the unit is not in accordance with HQS because of the family sze

A PHA determination to exercise or not exercise any right or remedy againgt the owner under a
HAP contract

Notification of Hearing

It isthe PHA's objective to resolve disputes at the lowest level possible, and to make every effort to
avoid the most severe remedies. However, if thisis not possible, the PHA will ensure that applicants
and participants will receive dl of the protections and rights afforded by the law and the regulations.

When the PHA receives arequest for an informa hearing, a hearing shdl be scheduled within 10 days.
The natification of hearing will contain:

The date and time of the hearing
The location where the hearing will be held

The family's right to bring evidence, witnesses, legd or other representetion at the family's
expense
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The right to view any documents or evidence in the possession of the PHA upon which the
PHA based the proposed action and, at the family's expense, to obtain a copy of such
documents prior to the hearing. * Requests for such documents or evidence must be received
no later than 5 days before the hearing date.

A notice to the family that the PHA will request a copy of any documents or evidence the family
will use a the hearing. * Requests for such documents or evidence must be received no later
than 5 days before the hearing date.

The PHA'sHearing Procedures
After ahearing date is agreed to, the family may request to reschedule only upon showing "good cause,”
which is defined as an unavoidable conflict which serioudy affects the hedth, sefety or welfare of the

faily.

If the family does not appear at the scheduled time, and did not make arrangements in advance, the
PHA will automaticaly reschedule the hearing.

If afamily does not appear a a scheduled hearing and has not rescheduled the hearing in advance, the
family must contact the PHA within 48 hours, excluding weekends and holidays. The PHA will
reschedule the hearing only if the family can show good cause for the failure to gopear.

Families have theright to:

Present written or ora objections to the PHA's determination.

Examine the documentsin the file which are the basis for the PHA's action, and al documents
submitted to the Hearing Officer;

Copy any relevant documents at their expense;
Present any information or witnesses pertinent to the issue of the hearing;

Request that PHA gtaff be available or present at the hearing to answer questions pertinent to
the case; and

Be represented by legal counsdl, advocate, or other designated representative at their own
expense.
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If the family requests copies of documents relevant to the hearing, the PHA will make the copiesfor the
family and assess acharge of $.10 per copy. In no case will the family be dlowed to remove thefile
from the PHA's office.
In addition to other rights contained in this Chapter, the PHA has aright to:
Present evidence and any information pertinent to the issue of the hearing;
Be notified if the family intends to be represented by legdl counsel, advocate, or another party;
Examine and copy any documents to be used by the family prior to the hearing;
Haveits attorney present; and
Have staff persons and other witnesses familiar with the case present.
The Informa Hearing shal be conducted by the Hearing Officer appointed by the PHA who is neither
the person who made or approved the decision, nor a subordinate of that person. The PHA appoints
hearing officers who:
* Are managers from other departments in the government of the jurisdiction
* Are managers from other PHAS
*Are professona PHA employees
The hearing shdl concern only the issues for which the family has received the opportunity for hearing.
Evidence presented a the hearing may be considered without regard to admissibility under the rules of
evidence gpplicable to judicid proceedings.

No documents may be presented which have not been provided to the other party before the hearing if
requested by the other party. "Documents” includes records and regulations.

The family must request an audio recording of the hearing, if desired, 2 days prior to the hearing date.

The Hearing Officer may ask the family for additiona information and/or might adjourn the Hearing in
order to reconvene at alater date, before reaching adecision.

If the family misses an gppointment or deadline ordered by the Hearing Officer, the action of the PHA
shdl take effect and another hearing will not be granted.
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The Hearing Officer will determine whether the action, inaction or decision of the PHA islegd in
accordance with HUD regulations and this Adminigtrative Plan based upon the evidence and testimony
provided at the hearing. Factua determinations rdating to the individua circumstances of the family will
be based on a preponderance of the evidence presented at the hearing.

A notice of the Hearing Findings shdl be provided in writing to the PHA and the family within 10 days
and shdl include:

A clear summary of the decision and reasons for the decision;

If the decision involves money owed, the amount owed and documentation of the caculation of
monies owed;

The date the decison goes into effect.
The PHA isnot bound by hearing decisons:
Which concern mattersin which the PHA is not required to provide an opportunity for a hearing
Which conflict with or contradict to HUD regulations or requirements,
Which conflict with or contradict Federal, State or local laws, or
Which exceed the authority of the person conducting the hearing.

The PHA shall send aletter to the participant if it determines the PHA is not bound by the Hearing
Officer's determination within 5 days. The letter shall include the PHA's reasons for the decision.

All requests for a hearing, supporting documentation, and a copy of the fina decison will be retained in
the family'sfile

E. HEARING AND APPEAL PROVISIONS FOR "RESTRICTIONS ON
ASSISTANCE TO NON-CITIZENS' [24 CFR Part 5, Subpart E]

Assgtance to the family may not be ddlayed, denied or terminated on the basis of immigration status at
any time prior to the receipt of the decison on the INS appedl.

Assgtance to afamily may not be terminated or denied while the PHA hearing is pending but assstance
to an gpplicant may be delayed pending the PHA hearing.
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INS Determination of Indigibility

If afamily member cdlamsto be an digible immigrant and the INS SAVE system and manud search do
not verify the clam, the PHA notifies the gpplicant or participant within ten days of their right to apped
to the INSwithin thirty days or to request an informa hearing with the PHA ether in lieu of or
subsequent to the INS apped.

If the family appedsto the INS, they must give the PHA a copy of the apped and proof of mailing or
the PHA may proceed to deny or terminate. The time period to request an appeal may be extended by
the PHA for good cause.

The request for aPHA hearing must be made within fourteen days of receipt of the notice offering the
hearing or, if an gppeal was made to the INS, within fourteen days of receipt of that notice.

After receipt of arequest for an informa hearing, the hearing is conducted as described in this chapter
for both gpplicants and participants. If the hearing officer decides that the individud is not eigible, and
there are no other digible family members the PHA will:

Deny the gpplicant family
Defer termination if the family is a participant and qudifies for deferrd
Terminate the participant if the family does not quaify for deferra

If there are digible membersin the family, the PHA will offer to prorate assstance or give the family the
option to remove the ingligible members.

All other complaints rdated to digible citizen/immigrant satus.

If any family member fails to provide documentation or certification as required by the
regulaion, that member istrested asindigible. If dl family membersfail to provide, the family
will be denied or terminated for failure to provide.

Participants whose termination is carried out after temporary deferra may not request a hearing
snce they had an opportunity for ahearing prior to the termination.

Participants whose assstance is pro-rated (either based on their statement that some members
areindigible or dueto falure to verify digible immigration Satus for some members after
exercisgng their appea and hearing rights described above) are entitled to a hearing based on the
right to a hearing regarding determinations of tenant rent and Tota Tenant Payment.
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Families denied or terminated for fraud in connection with the non-citizens rule are entitled to a
review or hearing in the same way as terminations for any other type of fraud.

F.  MITIGATING CIRCUMSTANCES FOR APPLICANTS/PARTICIPANTSWITH
DISABILITIES [24 CFR 982.204, 982.552(C)]

When gpplicants are denied placement on the waiting list, or the PHA is terminating assistance, the
family will be informed that presence of a disability may be consdered as amitigating circumstance
during the informa review process.
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Chapter 20
SPECIAL HOUSING TYPES
[24 CFR 982.601]
INTRODUCTION

The PHA will permit the use of any specia housing typesin its program only if the gpplicant/participate
can demondtrate thet it is needed as a reasonable accommodeation for a person with a disability.
Acceptable demongtration will include documentation from one or more knowledgeable professonas
who are familiar with the applicant/participant and or the type of specia housing requested as
accommodation.

The PHA will not set asde any program funding for specia housing types, or for aspecid housing type.
* A family may choose whether to rent housing that quaifies as a pecid housing type or to rent other
eligible housing in accordance with requirements of the program.

Verification of Need for Reasonable Accommodation

Acceptable documentation as verification of the need for reasonable accommodation would be aletter
to the PHA describing how the specid housing type requested provides the accommodation of which
the person isin need. The request and documentation will be reviewed by the Section 8 Coordinator
and awritten response stating approva or disapprova will be sent to the applicant/participant within 10
days of receipt of the request.

A copy of the PHA's response with supporting documentation will be maintained in the
goplicant/participant's file. The requested housing type must be gpprovable by al other HUD standards
and HQS requirements in accordance with 24 CFR 982 Section M - Specia Housing Types.

A. SINGLE ROOM OCCUPANCY [24 CFR 982.602]

HUD has determined that there [is/is not] ademand for SROsin this area. Therefore, asingle person
[may/may not] reside in an SRO housing unit.

There are no SROs in the PHA's jurisdiction.

The PHA will use a separate lease and housing assistance payment contract for each assisted person
residing in aSRO. [24 CFR 982.603]
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SRO Rent and Housing Assistance Payment [24 CFR 982.604]

Premerger Regular Certificate Program

The payment standard for SRO housing is 75 percent of the zero bedroom FMR.

Voucher Program

The PHA SRO payment standard is 75 percent of the zero bedroom payment standard schedule. For a
person residing in an exception area the payment standard is 75 percent of the HUD-approved zero
bedroom exception payment standard amount. While an assisted person resides in SRO housing, the
SRO payment standard must be used to caculate the housing assistance payment.

Utility Allowance

The utility allowance for an asssted person residing in SRO housing is 75 percent of the zero bedroom
utility dlowance.

Housing Quality Standards

The PHA will ensure that dl SRO units gpproved for the program are in compliance with al of the
Housing Qudity Standards for SROs as regulated in 24 CFR 982.605.

B. CONGREGATE HOUSING [24 CFR 982.606]
An ederly person or a person with disabilities may reside in a congregate housing unit.

The PHA may approve afamily member or live-in aide to reside with the elderly person or person with
dissbilities.

The PHA will approve alive-in aide if needed as a reasonable accommodation so that the program is
reedily accessible to and usable by persons with disabilities.

Congregate Housing L ease and HAP Contract [24 CFR 982.607]
For congregate housing there will be a separate lease and HAP contract for each asssted family.

Unlessthereisalive-in ade, the payment slandard for afamily that resdes in a congregate housing unit
is the zero-bedroom payment standard on the PHA payment standard schedule.
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However, if there are two or more rooms in the unit (not including kitchen or sanitary facilities), the
payment standard for afamily that resdes in a congregate housing unit is the one bedroom payment
standard amount.

If thereisalive-in ade, the live-in aide will be counted in determining the family unit Sze.
Housing Quality Standards

The PHA will ensure that dl congregate housing units gpproved for the program are in compliance with
al of the Housing Quality Standards for congregate housing as regulated in 24 CFR 982.609.

C. GROUP HOMES[24 CFR 982.610, 982.612]

A group home must be licensed, certified, or otherwise approved in writing by the State, or the State's
licenang department.

An elderly person or a person with disabilities may reside in a State-gpproved group home. If gpproved
by the PHA, alive-in aide may reside with a person with disabilities.

The PHA must approve alive-in aideif needed as a reasonable accommodation so that the program is
readily accessible to and usable by persons with disabilities. Except for alive-in aide, dl resdents of a
group home must be elderly persons or persons with disabilities.

The PHA will not approve assstance for aperson to live in agroup homeif file documentation indicates
that the person isin need of continua medica or nursing care.

No more than twelve persons may resdein agroup home. Thislimit covers dl personswho resdein
the unit, including asssted and unasssted resdents and any live-in ade.

Group Home Lease and HAP Contract [24 CFR 982.611]

There will be a separate HAP contract and lease for each assisted person living in agroup home. For a
group home the term "pro-rata portion" means that which is derived by dividing the number of persons
in the asssted household by the tota number of residents (assisted and unassisted) residing in the group
home. The number of personsin the asssted household equal's one assisted person plus any PHA-
gpproved live-in Aide.

Group Home Rent and HAP Contract [24 CFR 982.613]
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The rent to owner for an assisted person may not exceed the pro-rata portion of the reasonable rent for
the group home.

The reasonable rent for agroup home is determined in accordance with 982.503. In determining
reasonable rent the PHA will consider whether sanitary facilities, and facilities for food preparation and
sarvice, are common facilities or private.

Maximum Subsidy

Unlessthereisalive-in ade, the family unit size is [zero/one bedroom]. If thereisalive-in ade, the live-
in ade will be counted in determining the family unit Sze.

The payment standard for a person who residesin agroup home isthe lower of the payment standard
for the family unit Sze; or the pro-rata portion of the payment standard amount on the PHA payment
gtandard schedule for the group home size,

Utility Allowance

The utility allowance for each asssted person residing in a group home is the pro-rata portion of the
utility alowance for the group home unit sze.

Housing Quality Standards

The PHA will ensure that dl group home units gpproved for the program are in compliance with dl of
the Housing Quality Standards for group homes as regulated in 24 CFR 982.614.

D. SHARED HOUSING [24 CFR 982.615]
Occupancy

An assgted family may reside in shared housing. In shared housing, an asssted family may share a unit
with another resident or residents of a unit. The unit may be a house or an apartment.

The PHA may approve alive-in aide to resde with afamily in order to care for a person with a
disability. The PHA must gpprove alive-in aide if needed as a reasonable accommodation so that the
program is readily accessible to and usable by persons with disabilities.

Other persons who are assisted or not assisted under the tenant-based program may reside in a shared
housing unit. The owner of a shared housing unit may reside in the unit.
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A resident owner may enter into a HAP contract with the PHA. However, housing assstance may not
be paid on behdf of an owner. The PHA will not approve assistance for a person or family thet is
related by blood or marriage to aresident owner.

There will be a separate housing assistance payment contract and lease for each asssted family residing
in ashared housing unit.

Rent and HAP Contract

For shared housing, the term "pro-rata portion” means the ratio derived by dividing the number of
bedrooms in the private space available for occupancy by afamily by the total number of bedroomsin
the unit. For example, for afamily entitled to occupy three bedroomsin a five bedroom unit, theratio
would be 3/5.

The rent to owner to owner for the family may not exceed the pro-rata portion of the reasonable rent
for the shared housing dwelling unit. The reasonable rent must be in accordance with the guiddines st in
the "Owner Rents, Rent Reasonableness, and Payment Standards' chapter.

Maximum Subsdy

For afamily that resdes in a shared housing unit the payment standard is the lower of the payment
gandard amount on the PHA payment standard schedule for the family unit Size or the pro-rata portion
of the payment standard amount on the PHA payment standard for the shared housing unit size.

If the PHA gpproves alive-in ade, the live-in aide will be counted in determining the family unit Sze.
Utility Allowance

The utility allowance for an assisted family living in shared housing is the pro-rata portion of the utility
dlowance for the shared housing unit.

Housing Quality Standards

The PHA will ensure that dl shared housing units approved for the program are in compliance with al of
the Housing Quality Standards for shared housing as regulated in 24 CFR 982.618.

E. COOPERATIVE HOUSING [24 CFR 982.619]

The PHA will gpprove afamily living in cooperative housing if it is determined that assstance under the
program will help maintain affordability of the cooperative unit for low-income families The PHA will not
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gpprove assgtance for afamily in cooperative housing until the PHA has dso determined that the
cooperative has adopted requirements to maintain continued affordability for low-income families after
transfer of a cooperative member's interest in a cooperative unit (such as asale of the resdent's sharein
a cooperative corporation).

The reasonable rent in cooperative housing is determined in accordance with "Owner Rents, Rent
Reasonableness, and Payment Standards’ chapter. For cooperative housing, the rent to owner isthe
monthly carrying charge under the occupancy agreement/lease between the member and the
cooperative.

The carrying charge consists of the amount assessed to the member by the cooperative for occupancy
of the housing. It includes the member's share of the cooperatives debt service, operating expenses, and
necessary payments to cooperative reserve funds. However, the carrying charge does not include
down-payments or other payments to purchase the cooperative unit, or to amortize aloan to the family
for this purpose. Gross rent is the carrying charge plus any utility.

For a cooperative, rent adjustments are applied to the carrying charge as determined in "Owner Rents,
Rent Reasonableness, and Payment Standards' chapter.

The lease and other gppropriate documents will stipulate that the monthly carrying charge is subject to
Section 8 limitations on rent to owner. The housing assistance payment will be determined in
accordance with the guiddinesin "Owner Rents, Rent Reasonableness, and Payment Standards’
chapter.

The PHA may approve alive-in ade to resde with the family to care for aperson with disabilities. The
PHA will approve alive-in aide if needed as a reasonable accommodetion o that the program is readily
accessible to and usable by persons with disabilities. If the PHA approves alive-in ade, thelive-in aide
will be counted when determining the family unit Sze.

Housing Quality Standards

The PHA will ensure that al cooperative housing units gpproved for the program are in compliance with
al of the Housing Quality Standards outlined in the "Housing Qudity Standards and Inspections’
chapter, and regulated by 24 CFR 982.401.

F. MANUFACTURED HOMES [24 CFR 982.620]

The PHA will permit afamily to lease a manufactured home and space with assstance under the

program. The PHA [will/will not] provide assstance for afamily that owns the manufactured home and
leases only the space.
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The PHA may approve alive-in aide to resde with afamily to care for a person with disabilities. The
PHA will gpprove alive-in aideif needed as a reasonable accommodation so that the program is
accessible to and usable by persons with disabilities. If the PHA gpproves alive-in aide, the live-in aide
must be counted when determining the family unit Sze.

Housing Quality Standards[24 CFR 982.621]

A manufactured home must meet dl the HQS requirements outlined in the "Housing Quaity Standards
and Ingpections' chapter and regulated by 24 CFR 982.401. In addition the manufactured home aso
must meet the following requirements:

A manufactured home must be placed on the Ste in a stable manner, and must be free from hazards
such as diding or wind damage.

A manufactured home must be securely anchored by atie-down device that distributes and transfers the
loads imposed by the unit to gppropriate ground anchors to resst wind overturning and diding.

Manufactured Home Space Rental [24 CFR 982.622]

Rent to owner for a manufactured home space will include payment for maintenance services that the
owner must provide to the tenant under the lease for the space.

Rent to owner does not include the cost of utilities and trash collection for the manufactured home.
However, the owner may charge the family a separate fee for the cost of utilities or trash collection
provided by the owner.

Reasonable Rent

During the assisted tenancy, the rent to owner for the manufactured home space may not exceed a
reasonable rent as determined by the PHA.

The PHA will not gpprove alease for a manufactured home space until the PHA has determined that
theinitia rent to owner for the space is areasonable rent. At least annualy during the assisted tenancy,
the PHA will redetermine that the rent is reasonable.

The PHA will determine whether the rent to owner for a manufactured home space is a reasonable rent
in comparison to rents for other comparable manufactured home spaces. The PHA will congder thesize
and location of the space and any services and maintenance provided by the owner in accordance with
the lease.
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By accepting each monthly housing assi stance payment from the PHA, the owner of the manufactured

home space certifies that the rent to owner for the space is not more than rent charged by the owner for
unassisted rental of comparable spaces in the same manufactured home park or e'sewhere. If requested
by the PHA, the owner must provide the PHA information on rents for other manufactured home space.

Housing Assistance Payments for M anufactured Home Space [24 CFR 982.623]
The FMR for a manufactured home space will be determined by HUD.
HAP for the Regular Tenancy Program

For the Regular Tenancy Program the initid rent to owner for leasing a manufactured home space may
not exceed the published FMR for a manufactured home space.

During the term of a certificate tenancy, entered prior to the merger date, the amount of the monthly
housing ass stance payment equas the lesser of:

The manufactured home space cost minus the:
The Total Tenant Payment; OR
The rent to owner for the manufactured home space.

"Manufactured home space cost” means the sum of: the amortization cog, the utility dlowance, and the
rent to owner for the manufactured home space.

The amortization cost may include debt service to amortize costs (other than furniture costs) included in
the purchase price of the manufactured home. The debt service includes the payment for principa and
interest on the loan. The debt service amount will be reduced by 15 percent to exclude debt service to
amortize the cost of furniture, unless the PHA determines that furniture was not included in the purchase
price.

Any debt service due to refinancing the manufactured home after purchase of the home is not included in
the amortization codts.

The PHA [will/will not] approve as part of the monthly amortization payment, set-up chargesto be
included in the debt service incurred by afamily that relocates its home.
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The PHA [will/will not] include as part of the monthly amortization payment, set-up charges incurred
before the family became an asssted family, if monthly payments are till being made to amortize such
charges.

HAP for the Voucher Tenancy

Thereis aseparate FMR for afamily renting a manufactured home space. The payment standard is
used to caculate the monthly housing assstance payment for afamily. The FMR for rentd of a
manufactured home spaceis generaly 30 percent of the published FMR for atwo-bedroom unit.
Subsidy Calculation for the Voucher Program

During the term of aVVoucher tenancy, the amount of the monthly housing assstance payment for a
family will equd the lesser of:

The payment standard minus the tota tenant payment; or

The rent paid for rental of the red property on which the manufactured home owned by the family is
located (the space rent) minus the totd tenant payment.

The space rent is the sum of the following as determined by the PHA:
Rent to owner for the manufactured home space;
Owner maintenance and management charges for the space;
The utility alowance for tenant paid utilities.
Utility Allowance Schedule for Manufactured Home Space Rental [24 CFR 982.624]
The PHA will establish utility allowances for manufactured home space rentd. For the first twelve
months of the initia lease term only, the dlowances will include a reasonable amount for utility hook-up

charges payable by the family, if the family actudly incurs the expenses because of amove.

Allowances for utility hook-up charges do not goply to afamily that leases a manufactured home space
in place.

Utility allowances for manufactured home space will not be gpplied to cover the codts of digging awell
or ingalation of a septic system.
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GLOSSARY

A. ACRONYMSUSED IN SUBSIDIZED HOUSING

AAF Annua Adjusment Factor. A factor published by HUD in the Federd Register which is
used to compute annud rent adjustment.

ACC Annua Contributions Contract

BR Bedroom

CDBG Community Development Block Grant

CFR Code of Federd Regulations. Commonly referred to as "the regulations’. The CFR is
the compilation of Federd rules which are firgt published in the Federd Register and
define and implement a statute.

CPI Consumer Price Index. CPI is published monthly by the Department of Labor as an
inflation indicator.

ELI Extremdy low income

FDIC Federd Deposit Insurance Corporation

FHA Federd Housing Administration

FICA Federd Insurance Contributions Act - Socid Security taxes

FmHA Farmers Home Adminigration

FMR Fair Market Rent

FY Fiscd Year

FYE Fiscd Year End

GAO Government Accounting Office

GFC Graoss Family Contribution. Note: Has been replaced by the term Totd Tenant Payment
(TTP).

GR Gross Rent

HAP Housing Assstance Payment

HAP Pan Housing Assstance Plan

HCDA Housing and Community Development Act

HQS Housing Qudity Standards
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HUD The Department of Housing and Urban Development or its designee.

HURRA Housing and Urban/Rural Recovery Act of 1983; resulted in most of the 1984 HUD
regulation changes to definition of income, alowances, rent caculations

IG Inspector General

IGR I ndependent Group Residence

IPA Independent Public Accountant

IRA Individual Retirement Account

MSA Metropolitan Statistica Area established by the U.S. Census Bureau

PHA Public Housng Agency

PMSA A Primary Metropolitan Statistical Area established by the U.S. Census Bureau

PS Payment Standard

QC Qudlity Control

RFAT Request for Approva of Tenancy

RFP Request for Proposals

RRP Renta Rehabilitation Program

SRO Single Room Occupancy

SSMA Standard Statistical Metropolitan Area. Has been replaced by MSA, Metropolitan
Stetistical Area.

TR Tenant Rent

TTP Tota Tenant Payment

UA Utility Allowance

URP Utility Rembursement Payment

B. GLOSSARY OF TERMSIN SUBSIDIZED HOUSING

ADMINISTRATIVE PLAN. The HUD required written policy of the PHA governing its administration
of the Section 8 Certificate and Voucher program. The Adminigtrative Plan and any revisons must be
approved by the PHA’ s board and a copy submitted to HUD.
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ABSORPTION. In portability, the point & which areceiving PHA stops billing theinitid PHA for
assgtance on behdf of a portability family. The recaiving PHA uses funds available under the recaiving
PHA consolidated ACC.

ACC RESERVE ACCOUNT (FORMERLY "PROJECT RESERVE"). Account established by HUD
from amounts by which the maximum payment to the PHA under the consolidated ACC (during a PHA
fiscal year) exceeds the amount actually approved and paid. This account is used as the source of
additiona payments for the program.

ADJUSTED INCOME. Annud income, less alowable HUD deductions.
ADMINISTRATIVE FEE. Fee paid by HUD to the PHA for administration of the program.

ADMINISTRATIVE FEE RESERVE (Formerly "Operating reserve"). Account established by PHA
from excess adminidrative fee income. The adminidrative fee reserve must be used for housing
purposes.

ADMISSION. The effective dete of the first HAP contract for afamily (first day of initid lease term) in
atenant-based program. This s the point when the family becomes a participant in the program.
ANNUAL BUDGET AUTHORITY . The maximum annuad payment by HUD to a PHA for afunding
increment.

ANNUAL CONTRIBUTIONS CONTRACT (ACC). A written contract between HUD and a PHA.
Under the contract HUD agrees to provide funding for operation of the program, and the PHA agrees
to comply with HUD requirements for the program

ANNUAL INCOME. The anticipated totd Annud Income of an digible family from al sources for the
12-month period following the date of determination of income, computed in accordance with the
regulations.

ANNUAL INCOME AFTER ALLOWANCES. The Annua Income (described above) less the
HUD-approved alowances.

APPLICANT. (or applicant family). A family that has applied for admission to a program, but is not yet
aparticipant in the program.

AREA EXCEPTION RENT. Rent based on a HUD- gpproved payment standard amount that is
higher than the basic range for adesignated part of the fair market rent area ("exception ared’).

"AS-PAID" STATES. States where the welfare agency adjugts the shelter and utility component of the
welfare grant in accordance with actua housing costs.

ASSETS. (See Net Family Assets.)
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ASSISTED TENANT. A tenant who pays less than the market rent as defined in the regulations.
Includes tenants receiving rent supplement, Rental Assistance Payments, or Section 8 assstance and dll
other 236 and 221 (d)(3) BMIR tenants, except those paying the 236 market rent or 120% of the
BMIR rent, respectively.

BUDGET AUTHORITY. An amount authorized and appropriated by the Congress for payment to
HAs under the program. For each funding increment in a PHA program, budget authority isthe
maximum amount that may be paid by HUD to the PHA over the ACC term of the funding incremen.

CERTIFICATE. A Certificate issued by the PHA under the pre-merger Rentd Certificate Assistance
Program, declaring afamily to be digible for participation in this program and stating the terms and
conditions for such participation. Will no longer be issued after October 1, 1999.

CERTIFICATE OR VOUCHER HOLDER. A family holding a voucher or pre-merger certificate with
unexpired search time.

CERTIFICATE PROGRAM. Pre-merger Rentd certificate program.

CHILD CARE EXPENSES. Amounts paid by the family for the care of minors under 13 years of age
where such care is necessary to enable afamily member to be employed or for a household member to
further his’her education.

CO-HEAD. Anindividud in the household who is equaly responsible for the lease with the Head of
Household. (A family never has a Co-head and a Spouse and; a Co-head is never a Dependent).

CONGREGATE HOUSING. Housing for elderly persons or persons with disabilities that meets the
HQS for congregate housing

COOPERATIVE. A dweling unit owned and or shared by a group of individuals who have individua
degping quarters and share common facilities such as kitchen, living room and some bathrooms.

CONSOLIDATED ANNUAL CONTRIBUTIONS CONTRACT. (Consolidated ACC). See 24
CFR 982.151.

CONTIGUOUS MSA. In portability, an MSA that shares a common boundary with the MSA in which
the jurisdiction of the initid PHA islocated.

CONTINUOQUSLY ASSISTED. An gpplicant is continuoudy asssted under the 1937 Housing Act if
the family is dready receiving assstance under any 1937 Housing Act program when the family is
admitted to the certificate or voucher program.

CONTRACT. (See Housing Assistance Payments Contract.)

DEPENDENT. A member of the family household (excluding foster children) other than the family head
or spouse, who is under 18 years of age or is a Disabled Person or Handicapped Person, or isafull-
time student 18 years of age or over.
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DISABILITY ASSISTANCE EXPENSE. Anticipated costs for care attendants and auxiliary
goparatus for disabled family members which enable afamily member (including the dissbled family
member) to work.

DISABLED PERSON. A person who isany of the following:

A person who has a disability as defined in section 223 of the Socia Security Act. (42
U.S.C.423).

A person who has a physicd, mentd, or emotiona impairment that is expected to be of long-
continued and indefinite duration; substantialy impedes his or her ability to live independently;
and is of such anature that ability to live independently could be improved by more suitable
housing conditions.

A person who has a developmenta disability as defined in section 102(7) of the Developmental
Disahilities Assistance and Bill of Rights Act (42 U.S.C. 6001(7)).

DISABLED FAMILY. A family where the head or spouse meet any of the above criteria for disabled
person.
DISPLACED PERSON/FAMILY . A person or family displaced by governmental action, or a person

whose dwelling has been extensively damaged or destroyed as aresult of a disaster declared or
otherwise formally recognized under federd disaster relief laws.

DOMICILE. Thelegd residence of the household head or spouse as determined in accordance with
State and local law.

DRUG-RELATED CRIMINAL ACTIVITY. Theillegd manufacture, sde, didribution, use, or the
possession with intent to manufacture, sell distribute or use, of a controlled substance (as defined in
Section 102 of the Controlled Substance Act (21 U.S.C. 802).

DRUG TRAFFICKING. Theillegd manufacture, sale, distribution, use, or possession with intent to
manufacture, sall, distribute or use, of a controlled substance (as defined in section 102 of the
Controlled Substances Act (21 U.S.C. 802)).

ELDERLY HOUSEHOLD. A family whose head or spouse or whose sole member is at least 62 years
of age; may include two or more dderly persons living together or one or more such persons living with
another person who is determined to be essentia to his’her care and wellbeing.

ELDERLY PERSON. A person who is at least 62 years old.

ELIGIBILITY INCOME. May 10, 1984, regulations deleted Eligibility Income, per se, because
Annud Income is now for digibility determination to compare to income limits.

ELIGIBLE FAMILY (Family). A family is defined by the PHA in the adminigraive Plan, which is
approved by HUD.
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EXCEPTIONAL MEDICAL OR OTHER EXPENSES. Prior to the regulation changein 1982, this
meant medica and/or unusua expenses as defined in Part 889 which exceeded 25% of the Annud
Income. It is no longer used.

EXCEPTION RENT. In the pre-merger certificate program, an initial rent (contract rent plus any utility
alowance) in excess of the published FMR. See Area Exception rent

EXCESS MEDICAL EXPENSES. Any medica expensesincurred by elderly or disabled families only
in excess of 3% of Annua Income which are not reimbursable from any other source.

EXTREMELY LOW-INCOME FAMILY. A family whose annua income does not exceed 30
percent of the median income for the areg, as determined by HUD, with adjustments for smdler and
larger families

FAIR MARKET RENT (FMR). The rent including the cost of utilities (except telephone) that would be
required to be paid in the housing market area to obtain privately owned existing decent, safe and
sanitary rentd housing of modest (non-luxury) nature with suitable amenities. Fair market rents for
exiging housing are established by HUD for housing units of varying szes (number of bedrooms) and
are published in the Federal Register.

FAMILY . "Family" includes but is not limited to:
An Elderly Family or Single Person as defined in 24 CFR 5.403(b),
The remaining member of atenant family, and
A Displaced Person

FAMILY OF VETERAN OR SERVICE PERSON. A family isa"family of veteran or service person”
when:

The veteran or service person () is either the head of household or isrelated to the head of the
household; or (b) is deceased and was related to the head of the household, and was afamily
member & the time of death.

The veteran or service person, unless deceased, isliving with the family or is only temporarily
absent unless shhe was (8) formerly the head of the household and is permanently absent
because of hospitaization, separation, or desertion, or is divorced; provided, the family contains
one or more persons for whose support sheislegaly responsible and the spouse has not
remarried; or (b) not the head of the household but is permanently hospitdized; provided, that
ghe was afamily member a the time of hospitaization and there remain in the family at least
two related persons.

FAMILY SELF-SUFFICIENCY PROGRAM (FSS PROGRAM). The program established by a
PHA to promote self-sufficiency of asssted families, including the provision of supportive services.
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FAMILY SHARE. The amount caculated by subtracting the housing assistance payment from the gross
rent.

FAMILY UNIT SIZE. The size of the Certificate or Voucher issued to the family based on the PHA’s
subsidy standards.

FMR/EXCEPTION RENT LIMIT. The fair market rent published by HUD headquarters. In the pre-
merger certificate program theinitid contract rent for a dwelling unit plus any utility alowance may not
exceed the FMR/exception rent limit (for the dwelling unit or for the family unit Sze). In the voucher
program the PHA may adopt a payment standard up to the FMR/exception rent limit.

FOSTER CHILD CARE PAYMENT. Payment to digible households by state, locd, or private
agencies appointed by the State, to administer payments for the care of foster children.

FULL-TIME STUDENT. A person who is atending school or vocationa training on afull-time basis.

FUNDING INCREMENT. Each commitment of budget authority by HUD to a PHA under the
consolidated annual contributions contract for the PHA program.

GROSS FAMILY CONTRIBUTION. Changed to Total Tenant Payment.

GROSS RENT. The sum of the Rent to Owner and the utility alowance. If thereis no utility alowance,
Rent to Owner equas Gross Rent.

GROUP HOME. A dwdling unit that is licensed by a State as a group home for the exclusive
resdentia use of two to twelve persons who are ederly or persons with disabilities (including any live-in
ade).

HAP CONTRACT. (See Housing Ass stance Payments contract.)

HEAD OF HOUSEHOLD. The head of household is the person who assumes legal and financid
respongbility for the household and is listed on the gpplication as head.

HOUSING AGENCY. A date, country, municipaity or other governmentd entity or public body
authorized to adminigter the program. The term "PHA" includes an Indian housing authority (IHA).
("PHA" and "PHA" mean the same thing.)

HOUSING AND COMMUNITY DEVELOPMENT ACT OF 1974. Act in which the U.S. Housing
Act of 1937 (sometimes referred to as the Act) was recodified, and which added the Section 8
Programs.

HOUSING ASSISTANCE PAYMENT. The monthly assstance payment by a PHA. Thetotal
ass stance payment consists of:

A payment to the owner for rent to owner under the family's lease.
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An additiona payment to the family if the tota assstance payment exceeds the rent to owner.
The additiond payment is caled a"utility reimbursement” payment.

HOUSING ASSISTANCE PAYMENTS CONTRACT. (HAP contract). A written contract between
aPHA and an owner in the form prescribed by HUD headquarters, in which the PHA agrees to make
hous ng assistance payments to the owner on behdf of an digible family.

HOUSING ASSISTANCE PLAN. (1) A Housing Assstance Plan submitted by aloca government
participating in the Community Development Block Program as part of the block grant application, in
accordance with the requirements of 570.303(c) submitted by aloca government not participating in
the Community Development Block Grant Program and approved by HUD. (2) A Housing Assstance
Plan meeting the requirements of 570.303(c) submitted by aloca government not participating in the
Community Development Block Grant Program and gpproved by HUD.

HOUSING QUALITY STANDARDS (HQS). The HUD minimum quaity standards for housing
assisted under the tenant-based programs.

HUD REQUIREMENTS. HUD requirements for the Section 8 programs. HUD requirements are
issued by HUD headquarters as regulations. Federa Register notices or other binding program
directives.

IMPUTED ASSET. Asset disposed of for less than Fair Market Vaue during two years preceding
examination or reexamination.

IMPUTED INCOME. HUD passhook rate x total cash value of assets. Calculation used when assets
exceed $5,000.

INITIAL PHA. In portability, the term refers to both:

A PHA that originaly sdlected afamily that |ater decides to move out of the jurisdiction of the
sdecting PHA; and

A PHA that absorbed afamily that later decides to move out of the jurisdiction of the absorbing
PHA.

INITIAL PAYMENT STANDARD. The payment standard at the beginning of the HAP contract term.
INITIAL RENT TO OWNER. The rent to owner at the beginning of the HAP contract term.

INCOME. Income from al sources of each member of the household as determined in accordance with
criteria established by HUD.

INCOME FOR ELIGIBILITY. Annua Income.

INDIAN. Any person recognized as an Indian or Alaska Native by an Indian Tribe, the federal
government, or any State.
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INDIAN HOUSING AUTHORITY (IHA). A housing agency established either:
By exercise of the power of saf-government of an Indian Tribe, independent of State law, or
By operation of State law providing specificdly for housing authorities for Indians.

INTEREST REDUCTION SUBSIDIES. The monthly payments or discounts made by HUD to reduce
the debt service payments and, hence, rents required on Section 236 and 221 (d)(3) BMIR projects.
Includes monthly interest reduction payments made to mortgagees of Section 236 projects and front-
end loan discounts paid on BMIR projects.

JURISDICTION. The areain which the PHA has authority under State and local law to administer the
program.

LANDLORD. Thisterm means either the owner of the property or his’her representative or the
managing agent or higher representative, as shal be designated by the owner.

LARGE VERY LOW INCOME FAMILY . Prior to the 1982 regulations, this meant avery low
income family which included Sx or more minors. Thisterm is no longer used.

LEASE. A written agreement between an owner and atenant for the leasing of a dwelling unit to
the tenant. The |lease establishes the conditions for occupancy of the dwelling unit by afamily with
housing ass stance payments under a HAP contract between the owner and the PHA.. In cooperative
housing, a written agreement between a cooperative and amember of the cooperative. The agreement
establishes the conditions for occupancy of the member’ s family with housing assstance payments to the
cooperative under a HAP contract between the cooperative and the PHA.

LEASE ADDENDUM. See Tenancy Addendum

LIVE-IN AIDE. A person who resides with an elderly person or disabled person and who:
Is determined to be essentid to the care and well-being of the person.
Is not obligated for the support of the person.
Would not be living in the unit except to provide necessary supportive Sservices.

LOCAL PREFERENCE. A preference used by the PHA to select among applicant families without
regard to their federa preference status.

LOW-INCOME FAMILY . A family whose annua income does not exceed 80 percent of the median
income for the area, as determined by HUD, with adjustments for smaller and larger families. For
admisson to the certificate program, HUD may establish income limits higher or lower than 80 percent
of the median income for the area on the basis of its finding that such variations are necessary because
of the prevailing levels of congdruction costs or unusudly high or low family incomes.
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MANUFACTURED HOME. A manufactured structure that is built on a permanent chasss, is designed
for use asaprincipa place of resdence, and meets the HQS. A specia housing type. See 24 CFR
982.620 and 982.621.

MANUFACTURED HOME SPACE. In manufactured home space rental: A space leased by an
owner to afamily. A manufactured home owned and occupied by the family islocated on the space.
See 24 CFR 982.622 to 982.624

MARKET RENT. The rent HUD authorizes the owner of FHA insured/subsidized multi-family housing
to collect from familiesindigible for assstance. For unsubsidized unitsin an FHA-insured multi-family
project in which a portion of the tota units receive project-based rental assistance, under the Rental
Supplement or Section 202/Section 8 Programs, the Market Rate Rent is that rent approved by HUD
and is the Contract Rent for a Section 8 Certificate holder. For BMIR units, Market Rent varies by
whether the project isarental or cooperative.

MEDICAL EXPENSES. Those totd medica expenses, including medica insurance premiums, that are
anticipated during the period for which Annua Income is computed, and that are not covered by
insurance. A deduction for Elderly Households only. These dlowances are given when calculating
adjusted income for medical expensesin excess of 3% of Annua Income.

MINOR. A member of the family household (excluding foster children) other than the family head or
spouse who is under 18 years of age.

MIXED FAMILY. A family with citizens and digible immigration status and without citizens and digible
immigration status as defined in 24 CFR 5.504(b)(3)

MONTHLY ADJUSTED INCOME. 1/12 of the Annua Income after Allowances or Adjusted
Income.

MONTHLY INCOME. 1/12 of the Annua Income.

NATIONAL. A person who owes permanent alegiance to the United States, for example, as aresult
of birth in aUnited States territory or possession.

NEGATIVE RENT. Now called Utility Rembursement. A negetive Tenant Rent resultsin a Utility
Reimbursement Payment (URP).

NET FAMILY ASSETS. Vaue of equity in savings, checking, IRA and Keogh accounts, redl
property, stocks, bonds, and other forms of capitd investment. The value of necessary items of persona
property such as furniture and automobiles is excluded from the definition.

NET FAMILY CONTRIBUTION. Former name for Tenant Rent.
NON CITIZEN. A person who is neither a citizen nor anationd of the United States.
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OCCUPANCY STANDARDS. [Now referred to as Subsidy Standards] Standards established by a
PHA to determine the appropriate number of bedrooms for families of different Szes and compostions.

OVER-FMR TENANCY (OFTQ). In the pre-merger Certificate program: A tenancy for which the
initial gross rent exceeds the FMR/exception rent limit.

OWNER. Any persons or entity having the legd right to lease or sublease a unit to a participant.

PARTICIPANT. A family that has been admitted to the PHA's certificate program or voucher
program. The family becomes a participant on the effective date of the firs HAP contract executed by
the PHA for the family (First day of initial lease term).

PAYMENT STANDARD. The maximum subsdy payment for afamily (before deducting the family
contribution). The PHA sets a payment standard in the range from 90 to 110 percent of the current
FMR/exception rent limit.

PERSONS WITH DISABILITIES. Individuas with any condition or characteristic that renders a
person an individual with a handicap as defined in 24 CFR 8.2.

PHA PLAN. The annua plan and the 5-year plan as adopted by the PHA and approved by HUD in
accordance with part 903 of this chapter.

PORTABILITY. Renting a dweling unit with Section 8 tenant-based assstance outsde the jurisdiction
of theinitid PHA

PREMISES. The building or complex in which the dwelling unit is located, including common areas and
grounds.

PRIVATE SPACE. In shared housing: The portion of a contract unit that is for the exclusve use of an
assided family.

PROGRAM. The Section 8 tenant-based ass stance program under this part.

PROGRAM RECEIPTS. HUD payments to the PHA under the consolidated ACC, and any other
amounts received by the PHA in connection with the program.

PUBLIC ASSISTANCE. Wdfare or other payments to families or individuas, based on need, which
are made under programs funded, separately or jointly, by Federa, state, or local governments.

PUBLIC HOUSING AGENCY (PHA). PHA includes any State, county, municipality or other
governmentd entity or public body which is authorized to administer the program (or an agency or
indrumentality of such an entity), or any of the following:

A consortiaof housing agencies, each of which meets the qudificationsin paragraph (1) of this
definition, that HUD determines has the capacity and cagpability to efficiently administer the
program (in which case, HUD may enter into a consolidated ACC with any legd entity
authorized to act asthe legdl representative of the consortia members):
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Any other public or private non-profit entity that was administering a Section 8 tenant-based
ass gance program pursuant to a contract with the contract administrator of such program
(HUD or aPHA) on October 21, 1998; or

For any area outside the jurisdiction of a PHA that is administering a tenant-based program, or
where HUD determines that such PHA is not administering the program effectively, aprivate
non-profit entity or a governmental entity or public body that would otherwise lack jurisdiction
to adminigter the program in such area.

REASONABLE RENT. A rent to owner that is not more than rent charged for comparable unitsin the
private unasssted market, and not more than the rent charged for comparable unassisted unitsin the
premises.

RECEIVING PHA. In portability: An PHA that receives afamily selected for participation in the
tenant-based program of another PHA.. The receiving PHA issues a certificate or voucher and provides
program assstance to the family.

RECERTIFICATION. Sometimes called reexamination. The process of securing documentation of
totd family income used to determine the rent the tenant will pay for the next 12 monthsif there are no
additional changes to be reported. There are annua and interim recertifications.

REGULAR TENANCY.. In the pre-merger Certificate program: A tenancy other than an over-FMR
tenancy.

REMAINING MEMBER OF TENANT FAMILY . Person left in asssted housing after other family
members have left and become unassisted.

RENT TO OWNER. Thetotd monthly rent payable to the owner under the lease for the unit. Rent to
owner covers payment for any housing services, maintenance and utilities that the owner isrequired to
provide and pay for.

RESIDENCY PREFERENCE. A PHA preference for admission of families that resde anywherein a
specified area, including families with a member who works or has been hired to work in the area
(“resdency preference ared’).

RESIDENCY PREFERENCE AREA. The specified area where families must reside to qudify for a
residency preference.

RESIDENT ASSISTANT. A person who lives in an Independent Group Residence and provides on a
daily bass some or al of the necessary servicesto ederly, handicapped, and disabled individuas
recelving Section 8 housing assistance and who is essentid to these individuas care or wellbeing. A
Resdent Assgtant shdl not be related by blood, marriage or operation of law to individuals receiving
Section 8 assistance nor contribute to a portion of hig’her income or resources towards the expenses of
these individuas.
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RESPONSIBLE ENTITY. For the public housing and Section 8 tenant-based ass stance, project-
based certificate assstance and moderate rehabilitation program, the responsible entity means the PHA
administering the program under an ACC with HUD. For al other Section 8 programs, the responsible
entity means the Section 8 owner.

SECRETARY. The Secretary of Housing and Urban Devel opment.

SECURITY DEPOSIT. A dollar amount which can be applied to unpaid rent, damages or other
amounts to the owner under the lease.

SERVICE PERSON. A person in the active military or nava service (including the active reserve) of
the United States.

SINGLE PERSON. A person living done or intending to live aone.

SPECIAL ADMISSION. Admission of an applicant that is not on the PHA waiting list or without
conddering the applicant’ swaiting list position.
SPECIAL HOUSING TY PES. See Subpart M of 24 CFR 982, which states the special regulatory

requirements for SRO housing, congregate housing, group homes, shared housing, cooperatives
(induding mutua housing), and manufactured homes (including manufactured home space rentd).

SPOUSE. The hushand or wife of the head of the housechold.

SUBSIDIZED PROJECT. A multi-family housing project (with the exception of a project owned by a
cooperative housing mortgage corporation or association) which receives the benefit of subsdy in the
form of:

Below-market interest rates pursuant to Section 221(d)(3) and (5) or interest reduction
payments pursuant to Section 236 of the Nationa Housing Act; or

Rent supplement payments under Section 101 of the Housing and Urban Development Act of
1965; or

Direct loans pursuant to Section 202 of the Housing Act of 1959; or

Payments under the Section 23 Housing Ass stance Payments Program pursuant to Section 23
of the United States Housing Act of 1937 prior to amendment by the Housing and Community
Development Act of 1974;

Payments under the Section 8 Housing Assistance Payments Program pursuant to Section 8 of
the United States Housing Act after amendment by the Housing and Community Devel opment
Act unlessthe project is owned by a Public Housing Agency;

A Public Housing Project.
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SUBSIDY STANDARDS. Standards established by a PHA to determine the appropriate number of
bedrooms and amount of subsidy for families of different Szes and compositions.

SUBSTANDARD UNIT. Substandard housing is defined by HUD for use as afedera preference.

SUSPENSION/TOLLING. Stopping the clock on the term of afamily’s certificate or voucher, for
such period as determined by the PHA, from the time when the family submits a request for PHA
gpprovd to lease aunit, until the time when the PHA gpproves or deniesthe request. If the PHA
decides to dlow extensions or suspensions of the voucher term, the PHA adminigtrative plan must
describe how the PHA determines whether to grant extensions or suspensions, and how the PHA
determines the length of any extension or suspension.

TENANCY ADDENDUM. In the lease between the tenant and the owner, the lease language required
by HUD.

TENANT. The person or persons (other than a live-in-aide) who executes the lease as lessee of the
dwdling unit.

TENANT RENT. The amount payable monthly by the family as rent to the unit owner (Section 8 owner
or PHA in public housing).

TOTAL TENANT PAYMENT (TTP). The tota amount the HUD rent formula requires the tenant to
pay toward rent and utilities.

UNIT. Resdentid space for the private use of afamily.

UNUSUAL EXPENSES. Prior to the change in the 1982 regulations, this was the term gpplied to the
amounts paid by the family for the care of minors under 13 years of age or for the care of disabled or
handicapped family household members, but only where such care was necessary to enable afamily
member to be gainfully employed.

UTILITIES. Utilities means water, eectricity, gas, other heating, refrigeration, cooking fuds, trash
collection and sewage services. Teephone sarviceis not included as a utility.

UTILITY ALLOWANCE. If the cogt of utilities (except telephone) including range and refrigerator,
and other housing services for an assisted unit is not included in the Contract Rent but isthe
respongbility of the family occupying the unit, an amount equa to the estimate made or gpproved by a
PHA or HUD of areasonable consumption of such utilities and other services for the unit by an energy
conservative household of modest circumstances consistent with the requirements of a safe, sanitary,
and hedlithy living environment.

UTILITY REIMBURSEMENT PAYMENT. The amount, if any, by which the Utility Allowance for
the unit, if gpplicable, exceeds the Tota Tenant Payment for the family occupying the unit.
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VACANCY LOSSPAYMENTS. (For contracts effective prior to 10/2/95) When afamily vacatesits
unit in violation of its lease, the owner is eigible for 80% of the Contract Rent for a vacancy period of
up to one additional month, (beyond the month in which the vacancy occurred) if she notifies the PHA
as soon as she learns of the vacancy, makes an effort to advertise the unit, and does not rgect any
eligible applicant except for good cause.

VERY LARGE LOWER-INCOME FAMILY. Prior to the change in the 1982 regulations this was
described as alower-income family which included eight or more minors. Thisterm is no longer used.

VERY LOW INCOME FAMILY. A Lower-Income Family whose Annual Income does not exceed
50% of the median income for the area, as determined by HUD, with adjustments for smaler and larger
families HUD may egtablish income limits higher or lower than 50% of the median income for the area
on the basis of its finding that such variaions are necessary because of unusudly high or low family
incomes. Thisis the income limit for the Certificate and VVoucher Programs.

VETERAN. A person who has served in the active military or navad service of the United States at any
time and who shall have been discharged or released therefrom under conditions other than
dishonorable.

VIOLENT CRIMINAL ACTIVITY. Any illegd crimind activity that has as one of its dements the use,
attempted use, or threatened use of physical force against the person or property of another.

VOUCHER HOLDER. A family holding a voucher with an unexpired term (search time).
VOUCHER PROGRAM. The Housing Choice Voucher program.
WAITING LIST ADMISSION. An admission from the PHA waiting lis.

WAITING LIST. A ligt of families organized according to HUD regulations and PHA policy who are
waiting for subsdy to become avallable.

WELFARE ASSISTANCE. Income assistance from Federd or State welfare programs, including
assistance provided under TANF and general assistance. Does not include assistance directed solely to
meeting housing expenses, nor programs that provide hedlth care, child care or other services for
working families.

WELFARE RENT. This concept isused ONLY for pre-merger Certificate tenants who receive welfare
assistance on an "AS-PAID" basis. It isnot used for the Housing VVoucher Program.

If the agency does NOT gpply aratable reduction, thisis the maximum a public assstance
agency COULD give afamily for shelter and utilities, NOT the amount the family is recaiving at
the time the certification or recertification is being processed.

If the agency applies a ratable reduction, welfare rent is a percentage of the maximum the
agency could alow.
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C. GLOSSARY OF TERMSUSED IN THE NONCITIZENSRULE
CHILD. A member of the family other than the family head or spouse who is under 18 years of age.
CITIZEN. A citizen or nationd of the United States.

EVIDENCE. Evidence of citizenship or eigible immigration status means the documents which must be
submitted to evidence citizenship or eigible immigration Satus.

PHA. A housing authority- either a public housing agency or an Indian housing authority or both.

HEAD OF HOUSEHOLD. The adult member of the family who isthe head of the household for
purpose of determining income digibility and rent.

HUD. Department of Housing and Urban Development.
INS. The U.S. Immigration and Naturdization Service.

MIXED FAMILY . A family whose members include those with citizenship or digible immigration status
and those without citizenship or digible immigration satus.

NATIONAL. A person who owes permanent alegiance to the United States, for example, as aresult
of birth in a United States territory or possession.

NONCITIZEN. A person who is neither acitizen nor nation of the United States.
PHA. A housing authority who operates Public Housing.

RESPONSIBLE ENTITY. The person or entity responsible for administering the restrictions on
providing assstance to noncitizens with indigible immigration satus (the PHA).

SECTION 214. Section 214 retricts HUD from making financia assistance available for noncitizens
unless they meet one of the categories of digible immigration status pecified in Section 214.

SPOUSE. Spouse refers to the marriage partner, either a husband or wife, who is someone you need to
divorce in order to dissolve the relaionship. It includes the partner in a common-law marriage. It does
not cover boyfriends, girlfriends, Sgnificant others, or "co-heads." "Co-head" is a term recognized by
some HUD programs, but not by public and Indian housing programs.

PROGRAM INTEGRITY ADDENDUM
[24 CFR 792.101 to 792.204, 982.54]
INTRODUCTION

The US Department of HUD conservatively estimates that 200 million dollarsis paid annudly to
program participants who fasfy or omit materia factsin order to gain more renta assstance than they
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are entitled to under the law. HUD further estimates that 12% of dl HUD-asssted families are @ther
totdly indligible, or are recaiving benefits which exceed their legd entitlement.

The PHA is committed to assuring that the proper levd of benefitsis paid to dl participating families,
and that housing resources reach only income-digible families so that program integrity can be
maintained.

The PHA will take dl steps necessary to prevent fraud, waste, and mismanagement o that program
resources are utilized judicioudy.

This Chapter outlines the PHA's policies for the prevention, detection and investigation of program
abuse and fraud.

A. CRITERIA FOR INVESTIGATION OF SUSPECTED ABUSE AND FRAUD

Under no circumstances will the PHA undertake an inquiry or an audit of a participating family
arbitrarily. The PHA's expectation is tha participating families will comply with HUD requirements,
provisons of the certificate or voucher, and other program rules. The PHA gtaff will make every effort
(formdly and informdly) to orient and educate dl familiesin order to avoid unintentiond violations,
However, the PHA PHAs aresponsbility to HUD, to the Community, and to digible familiesin need of
housing assstance, to monitor participants and owners for compliance and, when indicators of possble
abuse come to the PHA' s atention, to investigate such clams.

The PHA will initiate an investigation of a participating family only in the event of one or more of the
following circumstances:

Refearas, Complaints, or Tips. The PHA will follow up on referras from other agencies,
companies or persons which are received by mail, by telephone or in person, which alege that a
family isin non-compliance with, or otherwise violating the family obligations or any other
program rules. Such follow-up will be made providing thet the referrdl contains at least one item
of information that is independently verifigble. A copy of the dlegation will be retained in the
family'sfile

Interna File Review. A follow-up will be made if PHA saff discovers (asafunction of a
certification or recertification, an interim redetermination, or a qudity control review),
information or facts which conflict with previous file data, the PHA's knowledge of the family, or
is discrepant with statements made by the family.
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B.

Verification of Documentation. A follow-up will be made if the PHA receives independent
verification or documentation which conflicts with representations in the family'sfile (such as
public record information or credit bureau reports, reports from other agencies).

STEPSTHE PHA WILL TAKE TO PREVENT PROGRAM ABUSE AND FRAUD

The PHA management and staff will utilize various methods and practices (listed below) to prevent
program abuse, non-compliance, and willful violations of program rules by applicants and participating
families. This policy objective isto establish confidence and trust in the management by emphasizing
education as the primary means to obtain compliance by families.

Things You Should Know. This program integrity bulletin (crested by HUD's Inspector
Generd) will be furnished and explained to dl gpplicants to promote understanding of program
rules, and to clarify the PHA's expectations for cooperation and compliance.

Program Orientation Sesson. Mandatory orientation sessons will be conducted by the PHA
daff for al prospective program participants, either prior to or upon issuance of a certificate or
voucher. At the concluson of al Program Orientation Sessions, the family representative will be
required to Sgn a"Program Briefing Certificate’ to confirm that al rules and pertinent regulations
were explained to them.

Resident Counsdling. The PHA will routinely provide participant counseling as apart of every
recertification interview in order to clarify any confusion pertaining to program rules and
requirements.

Review and explanation of Forms. Staff will explain dl required forms and review the contents
of al (re)certification documents prior to Sgnature.

Use of Ingructive Signs and Warnings. Ingtructive sgnswill be conspicuoudy posted in
common aress and interview areas to reinforce compliance with program rules and to warn
about pendtiesfor fraud and abuse

Participant Certification. All family representatives will be required to sgn a " Participant
Certification" form, as contained in HUD's Participant Integrity Program Manud.

* Other:
C. STEPSTHE PHA WILL TAKE TO DETECT PROGRAM ABUSE AND FRAUD
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The PHA Staff will maintain ahigh level of awvarenessto indicators of possible abuse and fraud by
assigted families

Qudlity Control File Reviews. Prior to initid certification, and at the completion of al subsequent
recertifications, 5% of fileswill be reviewed. Such reviews shdl include, but are not limited to:

* Assurance that verification of dl income and deductionsis present.

* Changes in reported Socia Security Numbers or dates of birth.

* Authenticity of file documents.

* Ratio between reported income and expenditures.

* Review of sgnatures for congstency with previoudy signed file documents.

* All forms are correctly dated and signed.
Observation. The PHA Management and Occupancy Steff (to include ingpection personnd) will
maintain high awareness of circumstances which may indicate program abuse or fraud, such as
unauthorized persons residing in the household and unreported income.

* Observations will be documented in the family'sfile.
Public Record Bulletins may be reviewed by Management and Staff.
State Wage Data Record Keepers. Inquiries to State Wage and Employment record keeping agencies
as authorized under Public Law 100-628, the Stewart B. McKinley Homeless Assistance Amendments
Act of 1988, may be made annudly in order to detect unreported wages or unemployment

compensation benefits

Credit Bureau Inquiries. Credit Bureau inquiries may be made (with proper authorization by the
participant) in the following circumstances:

* At thetime of find digibility determination
* When an dlegation is received by the PHA wherein unreported income sources are disclosed.

* When a participant's expenditures exceed higher reported income, and no plausible
explandion is given.
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D. THE PHA'SHANDLING OF ALLEGATIONS OF POSSIBLE ABUSE AND FRAUD

The PHA saff will encourage al participating families to report suspected abuse to [insert
position/name]. All such referrds, aswdl as referrds from community members and other agencies, will
be thoroughly documented and placed in the participant'sfile. All alegations, complaints and tips will be
carefully evduated in order to determine if they warrant follow-up. The [positiorVPHA] will not follow
up on dlegations which are vague or otherwise non-specific. They will only review dlegations which
contain one or more independently verifidble facts.

File Review. An internd file review will be conducted to determine:

If the subject of the dlegation is a client of the PHA and, if so, to determine whether or
not the information reported PHAS been previoudy disclosed by the family.

It will then be determined if the PHA isthe most gppropriate authority to do afollow-up (more
S0 than police or socid services). Any file documentation of past behavior aswell as
corroborating complaints will be evauated.

Concluson of Preliminary Review. If a the concluson of the preiminary file review there isare
fact(s) contained in the alegation which conflict with file data, and the fact(s) are independently
verifiable, the [name position/personnd] will initiate an investigation to determine if the dlegation
istrue or false.

E. OVERPAYMENTSTO OWNERS

If the landlord PHAS been overpaid as aresult of fraud, misrepresentation or violation of the Contract,
the PHA may terminate the Contract and arrange for restitution to the PHA and/or family as

appropriate.

The PHA will make every effort to recover any overpayments made as aresult of landlord fraud or
abuse. Payments otherwise due to the owner may be debited in order to repay the PHA or the tenant,
as applicable.

F. HOW THE PHA WILL INVESTIGATE ALLEGATIONS OF ABUSE AND FRAUD

If the PHA determines that an alegation or referrd warrants follow-up, either the saff person whois
responsible for the file, or aperson designated by the Executive Director to monitor the program
compliance will conduct the investigation. The steps taken will depend upon the nature of the dlegation
and may include, but are not limited to, the items listed below. In dl cases, the PHA will secure the
written authorization from the program participant for the release of information.
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Credit Bureau Inquiries. In cases involving previoudy unreported income sources, a CBI inquiry may be
meade to determine if there is financia activity that conflicts with the reported income of the family.

Veification of Credit. In cases where the financid activity conflicts with file data, a Verification of
Credit form may be mailed to the creditor in order to determine the unreported income source.

Employers and Ex-Employers. Employers or ex-employers may be contacted to verify wages which
may have been previoudy undisclosed or misreported.

Neighbors/Witnesses. Neighbors and/or other witnesses may be interviewed who are believed to have
direct or indirect knowledge of facts pertaining to the PHA's review.

Other Agencies. Investigators, case workers or representatives of other benefit agencies may be
contacted.

Public Records. If relevant, the PHA will review public records kept in any jurisdictiona courthouse.
Examples of public records which may be checked are: real estate, marriage, divorce, uniform
commercia code financing statements, voter registration, judgments, court or police records, state wage
records, utility records and postal records.

Interviews with Head of Household or Family Members. The PHA will discuss the dlegation (or details
thereof) with the Head of Household or family member by scheduling an appointment at the appropriate
PHA office. A high standard of courtesy and professiondism will be maintained by the PHA staff
person who conducts such interviews. Under no circumstances will inflammatory language, accusation,
or any unprofessiona conduct or language be tolerated by the management. If possible, an additiona
gaff person will attend such interviews.

G. PLACEMENT OF DOCUMENTS, EVIDENCE AND STATEMENTS OBTAINED
BY THE PHA

Documents and other evidence obtained by the PHA during the course of an investigation will be
consdered "work product” and will either be kept in the participant'sfile, or in a separate "work file" In
ether case, the participant'sfile or work file shal be kept in alocked file cabinet. Such cases under
review will not be discussed among PHA Staff unless they areinvolved in the process, or have
information which may assg in the investigation.

H. CONCLUSION OF THE PHA'SINVESTIGATIVE REVIEW
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At the concluson of the investigetive review, the reviewer will report the findings to the Executive
Director or designee. It will then be determined whether a violation PHAS occurred, aviolation PHAS
not occurred, or if the facts are inconclusive.
l. EVALUATION OF THE FINDINGS
If it is determined that a program violation PHAs occurred, the PHA will review the facts to determine:
The type of violation (procedura, non-compliance, fraud).
Whether the violation was intentiona or unintentiond.
What amount of money (if any) is owed by the family.
If the family is digible for continued occupancy.

J. ACTION PROCEDURESFOR VIOLATIONSWHICH HAVE BEEN
DOCUMENTED

Once a program violation PHAs been documented, the PHA will propose the most appropriate remedy
based upon the type and severity of the violation.

1 Procedural Non-compliance. This category applies when the family "falsto" observe a
procedure or requirement of the PHA , but does not misrepresent a materid fact, and thereis
NnO retroactive ass stance payments owed by the family.

Examples of non-compliance violations are:

Failure to appear at a pre-scheduled appointment.

Fallure to return verification in time period specified by the PHA.

@ Warning Notice to the Family. In such cases anotice will be sent to the family which
contains the following:

* A description of the non-compliance and the procedure, policy or obligation which was
violated.

* The date by which the violation must be corrected, or the procedure complied with.
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* The action which will be taken by the PHA if the procedure or obligation is not complied with
by the date specified by the PHA.

* The consequences of repeated (Smilar) violations.

2. Procedura Non-compliance - Overpaid Assstance. When the family owes money to the PHA
for fallure to report changesin income or assets, the PHA will issue a Noatification of
Overpayment of Assgtance. This Notice will contain the following:

A description of the violation and the date(s).
Any amounts owed to the PHA .
A 10 day response period.

Theright to disagree and to request an informal hearing with ingructions for the request
of such hearing.

@ Participant Failsto Comply with PHA's Noatice. If the Participant failsto comply with
the PHA's notice, and afamily obligation PHAS been violated, the PHA will initiate
termination of assistance.

(b) Participant Complies with PHA's Notice. When afamily complies the PHA's natice, the
daff person responsble will meet with hinvher to discuss and explain the Family
Obligation or program rule which was violated. The staff person will complete a
Participant Counsding Report, give one copy to the family and retain a copy in the
family'sfile

3. Intentiona Misrepresentations. When a participant falsfies, misstates, omits or otherwise
misrepresents a materid fact which results (or would have resulted) in an overpayment of
housing assistance by the PHA, the PHA will evaluate whether or not:

The participant had knowledge that his’er actions were wrong, and

The participant willfully violated the family obligetions or the law.
Knowledge thet the action or inaction was wrong. Thiswill be evauated by determining if the
participant was made aware of program requirements and prohibitions. The participant's

sggnature on various certification, briefing certificate, Persond Declaration and Things You
Should Know are adequate to establish knowledge of wrong-doing.
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The participant willfully violated the law. Any of the following circumstances will be consdered
adequate to demondrate willful intent:

@ An admission by the participant of the misrepresentation.

(b) That the act was done repeatedly.

(© If afalse name or Socia Security Number was used.

(d) If there were admissonsto others of theillegd action or omission.

(e That the participant omitted materid facts which were known to him/her (eg.,
employment of sdf or other household member).

® That the participant fasified, forged or atered documents.

()} That the participant uttered and certified to Satements a a interim (re)determination
which were |ater independently verified to be false.

4, Dispositions of Cases Involving Misrepresentations. In al cases of misrepresentations involving
efforts to recover monies owed, the PHA may pursue, depending upon its evauation of the
criteria sated above, one or more of the following actions:

@ Crimina Prosecution: If the PHA PHAS established crimind intent, and the case meets
the criteriafor prosecution, the PHA will:

* Refer the caseto the local State or Didrict Attorney, notify HUD's RIGI, and terminate rental
assigtance.

* Refer the case to HUD's RIGI, and terminate rental assistance.
(b) Adminigrative Remedies The PHA will:
* Terminate assstance and demand payment of restitution in full.

* Terminate assistance and execute an adminidirative repayment agreement in
accordance with the PHA's Repayment Policy.

* Terminate assstance and pursue restitution through civil litigation.
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* Continue assistance at the correct level upon repayment of redtitution in full [number
of] days.

Permit continued ass stance at the correct level and execute an administrative repayment
agreement in accordance with the PHA's repayment policy.

5. The Case Conference for Serious Violations and Misrepresentations. When the PHA PHASs
established that materiad misrepresentation(s) have occurred, a Case Conference will be
scheduled with the family representative and the PHA gtaff person who is most knowledgeable
about the circumstances of the case,

This conference will take place prior to any proposed action by the PHA. The purpose of such
conference is to review the information and evidence obtained by the PHA with the participant,
and to provide the participant an opportunity to explain any document findings which conflict
with representations in the family's file. Any documents or mitigating circumstances presented by
the family will be taken into congderation by the PHA . The family will be given [number] days
to furnish any mitigating evidence.
A secondary purpose of the Participant Conference isto assst the PHA in determining the
course of action most appropriate for the case. Prior to the find determination of the proposed
action, the PHA will consder:

* The duration of the violation and number of fase statements.

* The family's ability to understand the rules.

* The family's willingness to cooperate, and to accept responsibility for hisher actions

* The amount of money involved.

* The family's past history

* Whether or not crimina intent PHAS been established.

* The number of fase statements.

6. Notification to Participant of Proposed Action. The PHA will notify the family of the proposed
action no later than [number of] days after the case conference by certified mall.
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Charleston Housing Authority
Definition of Substantial Deviation

Subsgtantial Deviation or Significant Amendments or Modifications are defined as discretionary changes
in the plans or policies of the Housing Authority that fundamentally change the mission, goals, objectives,
or plans of the agency which require formal gpprova of the Board of Commissioners.



